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Thip handbook is designed to assist individuals 
employed by state councils on vocational education in carrying out 
the council's mandated responsibilities under the Carl D. Perkins 
Vocational Education Act. Chapter 1 discusses council appointments, 
new member orientation, and keeping members involved and informed^ 
Chapter 2 discusses staff organisation^ responsibility for staffing, 
staff evaluation, staff salary, and credibility. In chapter 3, 
council finances are eMamined in terms of the selection of a fiscal 
agent, choosing a location Cor office facilities, and inventing in 
office egulpment. Chapter 4 describes council meetings— both regular 
and public. Number of meetings, dates, location, public meeting laws, 
agenda preparation, and presentations to the council are covered. 
Chapter 5 addresses the administration and organisation of council 
activities, including coordlnmtlon, information disseulnation, and 
staff reporting. Chapter 6 discusses liaison relationships at the 
state and federal levels. The next chapter, on policies^ procedures, 
and practices, includes examples of items to address in personnel 
policies, guidelines tor conference participation, putting together a 
state council handbook, and establishing state council bylaws. In the 
last chapter, the manner in which the council Is to fulfill each 
mandate as presented In the Perkins Act is listed and aligned with 
the audience for this information. Suggestions to assist councils in 
addressing their mandated responsibilities are provided. (?LB} 



ED 284 OSi 

AUTHOR 
TITLE 



INSTITUTION 

SPONS AGENC? 

PUB DATE 

GRANT 

NOTE 

AVAILABLE FROM 



PUB TyPE 

EDRS PRICE 
DESCRIPTORS 



IDENTIFIERS 
ASSTRACT 



^ Reproductions supplied by EDRS are the best that can be made * 
* from the original document. * 



EKLC 



vO Special Publication. Series No. . 55 

GO 

rg 

UJ 



EFFECTIVE STATE COUNCILS ON VOCATIONAL 
EDUCATION: A SUIDE FOR STAFF 



Carol J, Moellman 
Illinois Council on Vocational Education 



™,. OlMm'MENT OF EDUe&Tiau 
=^0ATON.,^«BSOUR«S,N™nMAT,ON 



The National Center for Restarch In Vocational Education 
The Ohio State University 

1960 Kenny Road 
Columbus, Ohio 43210-1090 

1987 



BEST COPY AVAILABLE 



THE NATIONAL CENTER MISSION STATEMENT 



The National Center for Reiearch In Vocatfonal Education's mfssfon 
li to Increase the ability of diverse agencies, Institutions, and 
organizations to solve educational problems relating to individual 
career plahning, preparation, and progressi/sn. The National Center 
fulfills its mission byi 

• -Generating knowledge through research 

• Developing educational programi and products 

• Evaluating individual program needs and outcomes 

• Providing information for national planning and policy 

• Installing educational programs and products 

• Operating Information systems and services 

•v Conducting leadership development and training programs 



FUNDING IIVORMATION 



Projtct Title I 

Grant Number! 

Project Numberi 

Act under Which 
Funds Administered: 

Source of Grant i 



Grantee* 



Acting 

Executive Director: 



D1 sclalmer: 



Discrimination 
Prohibited: 



National Canter for Research in Vocational Education, 
Clearinghouse 

G008620030 

051BH60001A 

Carl D. Perkins Vocational Ed -atlon Act, 
P.L* 98«524, 1984 

Office of Vocational and Adult Education 
U^Sp Department of Education 
Washington, D*C. 20202 

The ftetlonal Center for Research in Vocational Education 

TTie Ohio State University 

1960 Itenny Road 

Columbus, Ohio 43210-1090 

Chester K. Hansen 

This publication was prepared pursuant t© a grant with 
the Office of Vocational and Adult Education^ U*S, 
Department of Education^ Grantees undertaking such pro- 
jects under government sponsorship are encouraged to 
express freeiy their judgment in professional and techni- 
cal matters. Points of view or opinions do not, there* 
fore, necessarily repreient official U.S* Department of 
Education position or policy. 

Title VI of the Civil Rights Act of 1964 states: "No 
person In the l*iited States shall, on the grounds of 
race, color, or national origin, be excluded from partic- 
ipation In, be denied the benefits of, or be subjected to 
discrimination under any program or activity receiving 
federal financial assistance," Title IX of the Education 
Amendments of 1972 states: "No person in the United 
States shall, on the basis of sex, be excluded from par- 
ticipation in, be denied the benefits of, or be sibjected 
to discrimination under any education program or activity 
receiving federal financial assistance*" Therefore, the 
National Canter for Research in Vocational Education Pro- 
ject, like every program or activity receiving financial 
assistance from the U^S* Department of Ed^atlon, must be 
operated in compliance with these laws. 



11 



EKLC 



CONTENrS 



■ » « c 



FOREWORD ....... 

EXECUTIVE smm'^u ..... 

INTRODUCTION . . ..... 

To the User 

Advice i ..... . 

incompatible Resources , . , 

COUNCIL MEMBERSHIP 

Appointments ^ 

New Member Orientation , . , 

Getting Menibers Involved . , 

Keeping Members Involved . , 

Keeping Members Infonmed , , 

COUNCIL STAFF 

Staff Organization ..... 
Responsibility for Staffing , 
Staff Evaluation ...... 

Staff Salary 

Staff Credlbnity ...... 

COUNCIL FINANCES 

Fiscal Agent 

Office Facilities and Equipment , . 

COUNCIL MEETINGS 

Regular Meetings 

Public Meetings/Hearings 

AW1INISTRATI0N AND ORGANIZATION OF COUNCIL ACTIVITIES 

Coordination of Activities . 

Dissemination of Information 

Staff Reporting 



» ■ a 
# ■ > 



111 



5 



LIAISON RELATIONSHIPS 

Establishing Liaisons 

State-level Liaisons 
Fedaral -level Liaisons 

POLICIES, PROCEDURES, AND PRACTICES , . . 



Personnel Policies . . , 
Confepence Participation 
State Council Handbook , 
By! aws 

MEETING THE MANDATES . . , 

REFERENCES ......... 



9 9 m m m 9 



m c 



# ■ 
m m m 
■ • • 



■ * • it 9 • # 



69 

69 
71 
88 

91 

91 
99 
102 
106 

109 

135 



1v 



6 



FOREWORD 



State council on vocational education staff are responsible for organ- 
iztng, focusing, and carrying out the activities of the council manbership as 
mandated by the Carl D. Perkins Vocational Education Act of 1984. This hand- 
book enables couiicli staff to benefit from the Innovative and successful prac- 
tices of council staff In other states. 

The proftsslon Is Indebted to Carol J. Moillman for her scholarship In 
preparing this paper. Ms. Moellman has been Assistant Executive Director of 
the Illinois Council on Vocational Education since 1980. Previously, she held 
administrative positions In vocational education within the Kansas State 
Department of Educatton, 

ThQ National Center wishes to acknowledge the leadership provided to this 
effort by Dr. Robert E. Taylor, recently retired Executive Director. Fredl 
Griggs, Missouri Ch4if» Council on Vocational Education i Dr. Hark Newton, 
Associate Director, Field Services and Personnel Development Division, and Dr 
Harold Starr, Senior Rasearch Specialist, of the National Center for Research 
In yocatlonal Educatton, contributed to the development of the paper through 
their critical reviews of the manuscript. Dr. Wesley E. Budke, Senior 
Research Special Ist^ coordinated the paper's development, asslstad by Ruth 
Gordon and Sandra Kerka, Prograii Associates, and Catherine Thompson, Publica- 
tions Specialist, Clarlne Cotton. Marjorle Delllnger, Jean Messick, Sally 
Robinson, and Sarah Suda provided clerical support, and Janet Ray served as 
word processor operator, Joan Blank of the National Center's Editorial Ser- 
vices edited the paper. 

The author wishes to thank the following persons for their assistance In 
providing suggestions for content and sample materials: Peter Johnson, Illi- 
nois CoVE Executive Director; Harlan fiiese. Iowa CoVE Executive Director; Dr. 
Donald CI aye omb, Missouri CoVE Executive Director; Dr. Barbara Atkins. Michi- 
gan CoVE Executive Director- Dr, John Mercer, Minnesota CoVE Executive Direc- 
tor; Richard Cross. Maryland CoVE Mslstant Director; Carl Herr. Pennsylvania 
CoVE former Executive Director; and Will Reece. Texas CoVE Executive Director 
The author also acknowl edges the support of the Illinois Council on Vocational 
Education and the entire Illinois CoVE staff for their critique, suggestions 
and overall assistance. 



Chester K. Hansen 
Acting Executive Director 
National Center for Research 
in Vocational Education 
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EXECUTIVE SLMMARY 



This handbook 1i destgned to be a resource for those persons anployed by 
state councns on vocational education* The purposes of the handbook are to 
help clarify the role of staff, serve as a resource guide, and stimulate 
thinking about alternative approaches^ It presents alternatives, suggestions, 
and examples of success* 

The handbook Identifies conditions that may affect council work* how these 
conditions tend to influence approaches* key factors that might alert staff to 
their existence, and where and how they may come Into play* TTierefore, alter- 
natives are given and examples of states knovm to have expertise In the area 
or that work within Identified conditions are cited In parentheses as 
resources. 

The handbook Is divided Into several topical areas. TTie first, council 
membership, discusses council appointments, new member orientation* getting 
menbers Involved* keeping members Involved, and keeping members Informed* 

The second topic, council staff* discusses staff organization* responsi- 
bility for staffing* staff evaluation, staff salary* and credibility* 

Council finances are examined In tenms of the selection of a fiscal agent* 
choosing a location for office facilities* and Investing In office equipment/ 

Council meetings, both regular and public meetings/hearings* are described 
In the next chapter* llie number of meetings, meeting dates* meeting location, 
public meeting laws, preparing the agenda* and presentations to the council 
are among the subjects covered In this chapter* 

The next chapter addresses the administration and organization of council 
activities* This Includes coordination of activities* dissemination of Infor- 
mation, and staff reporting. 

Liaison relationships between councils and various groups and individuals 
are discussed next* Establishing guch liaisons at the state and federal 
levels Is described* 

4^ ^^fu^D^Pf -^S"l.P^^!5^®^* procedures* and practices Includes examples of 
Items that should be addressed in personnel pollclesi examples of frfnge bene- 
fit packages provided by councils; job descriptions for executive director* 
associate or assistant executive director, research associate or evaluation 
specialist, administrative Assistant or executive secretary, and secretary 
guidelines for conference partlclpatloni putting together a state council ' 
handbook; and establishing state council bylaws. 
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INTRODUCTION 



The State Councn on Vocational Education as established by the Carl D* 
Perkins Vocational Education Act of 1984 Is a unique entity. Public education 
and other public sector services have long bein accuston^ed to advisory groups 
of citizens or field experts, but the construction of the State Council on 
Vocational Education Is characterized by criteria and responsibilities unlike 
any other. 

This handbook Is designed to be a resource for those persons employed by 
state councils on vocational education, Ttie philosophy used throughout the 
handbook Is that members are the council and staff mrk for the council. The 
basis for this philosophy Is derived from statarnants In the Perkins Act that 
say, "Each State council shall . . and "council Is authorized to obtain 
services of , , , personnel , , . to enable It Ccouncll] to carry out its 
function, . , Based on this concept. It Is the role of the council to make 
reccmmendatlons, analyze, assess^ report, evaluate, and advise v^lle the staff 
performs servlcos such as researching, drafting* providing, developing, carry- 
ing out, establishing rapport, organizing, and assisting. 

Historically, when councils have became rubber stamps that simply review 
and approve staff work and Ideas, they have lost Interest, had poor attendance 
records and high turnover rates, and been ineffectivt as councils. The role 
of staff Is delicate because staff must provide leadership without dictating, 
work while leading, and be movers and shaken frm behind the scenes. 



To the User 

The handbook Is designed to assist those individuals employed by the 
council to help carry out the council's mandated responsibilities under the 
Perkins Act, TTie handbook does not attempt to be a "how-to" book. The dif- 
ferences among states, caused in part by the varied organizational structures 
of state government^ would make such an attempt futile. What it does attempt 
to do Is present alternatives, suggestions, and examples of success. Its 
flavor is one of "you might want to consider . . and "councils have been 
successful when ..." 

The purposes of the handbook are to help clarify the role of staff, serve 
as a resource guide, and stimulate thinking about alternative approaches. 
While a major Intent of the handbook Is to assist new staff, 1t is hoped that 
experienced staff desiring to try new approaches or facing major changes in 
the systen of state governance In vrfilch they work will find It useful as well. 

The term council staff, rather than executive director, professional 
staff , or support staff, was chosen for use in the handbook for ieveral 
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eaions. most Ifflportant reason Is to foster a tern approich to staffing 

LS^^**^ j!—"* Iu® approach encourages atT staff manbers to have a clear 
sense of ytmrtrnt the councn Is about and how staff fits into that pictupe and 
to understaend the vaptous functions staff must provide. State differences 
ttf unlTorTrmitj' of staff structure ImposslBle, How an executive director 
£°Sf!* -i^™^?^ Individual staff responslbnittes can best be determtned at ' 
ne state IWevel. Furthermore, the reality for a council staff of two people 
s that a fc^eparation of functions into professional and support may periodic- 
ally fan hjsy the wayside to "get done what needs to get done," 

What v©«rks beautifully In one state may produce a disaster In another. 
!ii V councils are appDinted by the same type of appoint!^ body, not 

ail navf ti^ne same resources avalTable, not alT use the sane kind of flscaT 
agent, and i not all make recommendations to state boards having the same strue- 
Wi and j'UsBPlsdtction. 

Organtia-atlonal structures of state goverrments create differing climates 
in vfiich st*;ate councils must work. The handbook attempts to clarify or point 
out condltUions that may affect council work, how these conditions tend to 
influenee a>ipproaches, key factors that might alert staff to their existence, 
and where a«nd how they may come Into play. Therefore, alternafrtwes are given 
m exariipif-,s of states known to have expertiie in the area or who work within 
iMntified • conditions are cited in parentheses as resources. 

Councllas usually employ professional staff v^o are knowledgiable about 
vocational ^.education and/or employment and training. Most executtve director 
positions IB re filled by persons with proven administrative sklTTs. The hand- 
book provides little Information on these area* per se, but rather fbcoses on 
eianints of those areas that have specific application to councils. Few pro- 
telonai S^aff members anployed by councils have experience within state gov- 
menu ifrWie maze of bureaucracy, government jargon and acror^ms. regulations 
Mregulate regulations^ agencies, and protociol coupled with the task of 
iMrning apoout the state council mission can be overwhelming. For that rea- 
son, the handbook gives more attention to providing basic Information about 
tliat area tlrtian about vocational education or administrative styTw, 

As couricsn manbers appointed to the council change, new manbers wiTl bring 
m them n^aw ideas. Membership can change overnight as a result of an eTec- 
tion. wneri this occurs, even an experienced staff person tray feel "new" agal^ 
am be in gtearch of different approaches artd methods, it Is'hop^ this hand- 
book wi 1 1 ties a useful resource to these staff members.. 



One p1ec.=e of advice that Is appHcabTe to all state council staff Is to 
fMl frfti tfto call staff In other state cairrcll offices and ask for help. 
Without a da-oubt. state council staff are mo^e than willing to help each other. 
Traditional hiy. staffs have found time at national and regional conferences to 
ge together-. Thay discuss nw Ideas they have tried, ask for help from each 
otnir, ana e»=ol lectlvely seek approaches to resolving emerging issues. 
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New staffs in particul ar ara wbI 1 atlilvUed to attend thfrseiiitinqs in 
several parti of the count ry, state coan,,cn staff have met It Ithe? 
in locat ons where the boNm of sftyeriftl stites touch for llSlve 
sessions^ and have reported tliise to be 1 helpful. Council it serSi Is 
^Sagfof It ^""'^ v/ii.ntlSg each othar to%^ ' fc^^ 



CSfflEallbl j T Resources 



u« J* handbook devtloped by the Nat1on*»al Association of ataleCouncHs . on 
and'Uffl^ Education (NAS/COVE) in Igagris available to all well off ?c. 

1 -* mailing lists, dtl rectories for Msoy . gala 4-?5on 

ufSff.^JI''* '""Tf'^Sn^^^-^^'^^"** acrflfmimi lists, data. «nd tor info rJ«tf^n 
n^? H- f? ^^M^V 'u'^^ '^'"biB rs. infortnatloh ir£t document is 

",1^ ^".^l^* The NAS/Co'JffE handbook Is r%ferW throulhoii^tit 

and should be used in concertwith tMs H&iandbook. znroum m-ut 

Another valuable fesourcsfop cogncin staff Is the AmeriM Society or-r 
Association Executives (ASAEj. Although the state council A wcatlonal 
fnf L -fJ; "ff issoclatlon, thi Afa provides profi al2 S Sirwit 
for administration and TOnagwt modes tel osely aligned to til of a stJtS 
council , ASAE provides in-dipth traliitfiaQ sessions and certtfcation et^^. 



Washington. Texas. anrnT,;ot;)hS;.f;S;d^h«^^^^ 
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COUNCIL MEMBERSHIP 



The Carl D. Perkins Vocational Education Act, Section 112 (a) and (c) 
declares: "Each State . . . shall establish a Statt council, which shall be 
appointtd by the Governor or. In case of States in which members of the State 
board of education are elected (including election by the State legislature) 
by such boards. Each State council shall be composed of 13 Individuals and 
shall be broadly representative of citizens and groups w1th1n the State having 
an Interest in vocational education, ... The State shall certify the estab- 
lishment and manbershlp of the State council at least 90 days prior to the 
beginning of each planning period. . . . Each State council shar i meet . . . 
and . , . select from among Its manbershlp a chairperson who shall be reore- 
sentatlve of the private sector. ..." 



Appolntmgnts 

As designated In the Perkins Act In those states having an elected state 
board of education, the appolntaents to the council are made by the board 
(Alabama, Kansas, Michigan, Nebraska, New Mexico, and Ohio). In states with 
an appointed board, council members are appointed by the Governor (Alaska, 
Arizona, California, Colorado, Connecticut, teorgla, Indiana, Kentucky, 
Missouri, Rhode Island, Vermont, and Washington). 



Process 



How the appointing authority goes about making council appointments varies 
among states. Staff needs to be aware of the process. As governors and state 
boards change, so may the process. 

A few months before council certification Is needed, staff should contact 
the appointing authority as a ranlnder of this requlrenent. The best approach 
to finding out If they wish staff assistance Is to Inquire If they desire any 
information, - 

State appointing authorities may ask for a variety of Information. For 
example, they may request a summary of all current members' Involvement In 
council activities and their attendance records. Some appoint candidates for 
open positions, others may ask staff for such a listing. A list of profes- 
sional and trade associations through which the appointing authority may seek 
candidates is another common request. Some go directly to various types of 
industries for nominations. Some appointing authorities go to political party 
Chairs for suggestions. Some states assure equal representation by political 
parties, some do not. Others may only check to be sure potential members 
vote. 
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provJI. n;"''f?^"J^^t\"f*?°^^^^^^ assistance, they may 

Staff may havi reSuesll fra^^ yj^JS" become Involved/ ^ 

how they cm get Sne a^lStld ?o thi ?«n„l"?i""4K°'" associations about 



Term 



The Ptrklns Act doei not deelnha^a a * 
for menbepshlp. Previous 1 Li 5?Jl?«n .f*.fff*-IIf ^-S"*** notation lystan 



Certification 



Perkins A?t and acjlpanj r«J,^onris ^i""""' '° 

3-year period, except the 1r.,t1^r^eriJd^'S^{^^«^I%^';eT^.^„;!°^ ' 

Mejnbershlp 

"2(a)(1) of the Perkins Act descrlbei the cltlien reBresenta 
tlves to be appointed to the council. The law staterthev '^hait^! k^«^i 

In simmary, the 13 manbers shall Include the following: 
Seven representatives of the pplvite sector: 

0 Five from business, industry, and agriculture Includlna— 
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— one from small business 



0 Two Tran labor 



0 career guidance and counseling organizations 
0 special populations 
0 special education 



whan making council aoSlnt^nn Ii^h 1° ^^"^ special consideration 

councils 0? otSS^r'ItlEe^iSu'n™??! d";s;gS»iriy''f?drrara«sr"'"' 



Ntw Member Orlentati on 



ence and" ;"edge '^SS'Sef ml^Kij! "r" '"''"S medleys of experl. 

knowledge d1?fere*i f?L t^aH? ^h/rfj"""'.".'^"- "^■>' '""'"S ^P^rlence and 
ells oplrate with varll^o on1lSLJJ?J'"°? J"?' ""^ "PladnS. State coun- 
ual dlfferencrs NSneth?1«I ' certainly possess Individ- 

helpful to"an'«afVrs1^'^Vs!|n"oMln;aJ?Sn:"^ ""^ 
0 Assess the Jndlvlduai orientation needs of each member. 

° da7:';n^?v12ull"'ii;?e"r^^c\1/"' ""'"^ " 

° Sf-^'n•'?L5f;nld^^srhav%"hl^J!;rel;-^ 

SSra??XnrSt"JSr:Jri"?eaXS?c1i;: ^" -^^^^^ 

° g"^nc"e°! 'UTt "^'^ 1"tell,. 

° "l"?;°nSa?;o°nl^rr?Sld°:»'"'''"" " - 

° c^llf! "'^ « the member's first year on the 

" ?5?o'n:ai5oi;r"„rn:d-?tL°s':u^fn5! — 
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° thf btglnnfng!^ °^ belonging and encourage active participation from 

0 Do not assume that a different viewpoint Is lack of knowledge Ask 
questions to determine If it Is a viewpoint difference, lack of knowl- 
edge, or rm sconceptlon. 

0 Avoid trying to mold all council manbers Into a single line of 
tm nkl ng , 

o Be aware of the need for continuing orientation of all rembers not 
only new manbers. , 

Orientation Form at 

The format selected for orienting new council members depends on the 
Ton owing factors: 

° The number of new members. If one or two new manbers are appointed. 
Starr may wish to provide Individual orientation. &met1mesrfour to 
seven new menbers are appolntoU and a small group orientation, perhaps 
the day before a meeting, may be best. When the entire council is new 

found a*L^f!i"3^"°^2 1° be used for orlantatlon. Some states have 
round a special retreat fonnat to be effective, 

o Who provides orientation. Orfentatlon is generally a staff responsi- 
bility, staff assumes major responsibility for organizing and compil- 
ing materials even If council members participate. 

° InvoTvement of council members. Council members may be involved In a 
variety of ways, 

— The council chair may vrtsh to welcome new mmbers and explain major 
activities or annual goals of the council. 

■■ PLP!!* ^6 assigned responsibility for orientation, 

— A buddy systan in which experienced council members work on a 
one-on-one basis to assist with orientation and are available to 
answer questions or clarify Issues has been successful In som* 
states. 

-» Executive committees may meet with nw members for orientation pur- 
poses as well. - 
-- Committee chairs may wish to descftbe their activities. 

■■ Sn?n !!lf^h**2£S g"""" groups to discuss various aspects of the 
council with n&H members, as In rotation sessions. »^*'''^ 

° Mix of private sector an d edueatlonal representatives. Some phases of 
orientation may be needed by private sector representatives, but not by 
the educational representative. The reverse Is also true. To avoid 
wasting a manber's time, the group may be divided for these sessions. 
10 do this, the experienced council members from the private sector may 
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work with new educational representatives while the experienced educa- 
tional representatlvss have a special session with the new private sec- 
tor representatives. 

^ Time appointment is made , When council mtmbers are appointed a month 
or two In advance of v*en they actually begin to serve^ options for 
various formats are less limited. New members may be Invited to 
observe council or committee meetings^ If appolntTOnts are made only a 
few days prior to a meeting, most orientation will have to follw their 
first meeting* Sometimes this causes new menbirs to feel overv^elmed. 
It then becomes necessary to "back up" and unravel the complexities. 

0 Council policy . Bylaws or other policies of the council may exist that 
clearly define the format and process to be used In orientation. 

© Appointing authority orlentatioh . The tovernor's office staff or state 
board staff may have been requested by the (tovernor or the state board 
to meet with newly appointed mmbers to discuss expectations of the 
appointing authority* Staff may or may not be Invited to attend. 

When there are new council members who need orientation to the educa- 
tional systOT (particularly vocational education^ In addition to the coun- 
cil 's role and function^ Involvement of local school personnel may be helpful. 
Staff may arrange for these manbers to visit or tour community colleges, voca- 
tional education centers, or vocational education departments In high schools. 
This same method may be used to famiHarlie new members with JTPA. Local SDAs 
and PIC members can be valuable resources. 

Care should be taken in making such arrangements to be certain the local 
personnel J nvolved are knowledgeable, can answer questions, don't have "an axe 
to grind, and understand their role in the orientation process thoroughly, 
"mis may be a service provided by your state vocational association. 



Content and Process Outline 

Following is a ^mp)B content and procass outline describing and suggest- 
ing some ways in which to pace or use a phased-ln approach for orientation, 
rne format, sctieduling, contents, and persons involved should be adjusted or 
adapted to meet an individual state's situation and needs. 

Phase one- -welcor;.^ to the council . As soon as the appointing authority 
makes new appointments known, the executive director will want to call each 
new mamber, welcome than to the council, and provide them with basic informa- 
tion about the council. Listen carefully as new members ask questions and 
tell you about themselves. This will be an opportunity to assess their 
experiences and get a sense for the kind of orientation that will be needed 
me information provided in this call should be In lay language. 

Steps in phase one Include the foil owl ngi 
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o Explain the basic functions of the councn. 

■■ JJ?*^°^?f^r* overan purpose Is to advlsa and mke recemmendatlons 
that win improye vocational education throughout the state. 

— Rtcommtndatlons and advice are given to the state board of edura- 
tlon, the Governor, the business community, the general pubf? nd 
Ja^mSyf^ Training Partnership Lt Luu../ 
Iducatlonr" "'"•'^is'^ed *he federal law for vocational 

— Membtrs are appointed to the council by the tovernor or state 
Dodrds 

— The 13 council members represent business and industr-^. labor small 
^^^l^*, "fell fof- employment and training (JTPA). agricul- 
ture, and education. Representatives from education have exBertlse 
inH^'^^L'"'?." education, guidance, secondary and" postllc- 
ondary education, and working with students having special needs 

" UylillLf Tr'.l°" ^'^^ "^^^'^ schools" l^mun. 

IJ^if ^1^! i vocational centers, and special centers for 

adults that help prepare students (youth and adults) for jobs. 

" The council hires staff to help thai with their efforts. Staff col- 
lects Information and performs administrative functions needed by 
the council , 

Tell thM how many meetings are held each year, date of first meeting 
IxLnsaf .rSVf^ of their time will be needed and explain that 

expenses are reimbursed. Inquire If a letter to their supervisor or 
employer to request time away from their Job is needed. 

resLoiSiMfl^f ^ -"^^^I^^^^r provided to better acquaint them with 
and^thi^ ]l 'f*r*^"-''^f °- council, how the council functions. 
sS fSrth^ activities such as council committees, public hearings, and 

that*tS a^^i/nr In" ^^"^^"9 ^^"'^ Infonnatlon to review and 

that the chair op other manbers may be contacting than. 

thelocal^iSedla!"^^"- ^ announcing their appointment to 

Fonowup by providing than with the following— 

"' ^^r^" membership brochure and membership directoiy with nanes and 

Sblrlhip b&li?r'^"* P^""'" ^^'^ ^" 

— Dates of council meetings if known. 

" L"nrth«If ^h*^;-*"iT?1? °^ mandates. (NAS/CoVE 

Handbook, Chapter VIII) 

" Information requested. 

cfllT*^^??nJ?h*®r.r®'*^"*^"9 (briefly) the points of your phone 
can. copy the letter to supervisors, employers, board chalks, and 
so forth as appropriate. (Send separate letter If requested.) 

10 
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A copy of official announcenints regarding appointment. If provided 
by the state board or governor. 



Foil owing the phone calls to all new maTibers, the executive director will 
want to assess Individual orientation needs and detemlne whether individual- 
ized or group sessions would be best for the next phase. It may be that indi- 
vidual sessions with one or two members for part of the next phase would be 
WDrthwhlle. 

If at all possible, a visit to each new mmber^s place of employTOnt 
should be scheduled at this ^Int, The visit may serve several purposes, but 
the primary purpose Is to get acquainted v^th the new manber and begin devel- 
oping rapport* 

The visit reveals the council's Interest In Its members and provides a 
first-hand opportunity to learn rrore about the maribers' expertise and experi- 
ences. The visit (scheduled 1n advance) should be short (about an hour) so as 
not to take too much time from their work day. The lunch break may be a good 
time. Part of phase two of the orientation may occur at this time, or it may 
be better spent getting acquainted* The member may wish to take you on a tour 
or introduce you to co-workers or ©nployers. If other council members live 
In the vicinity and can give the time, a joint visit would te a nice gesture. 

If phase two is to be totally Individualized, 1t may be necessary to 
schedule a 2-hour block or nl an to meet before or after work; so this visita- 
tion can serve that purpose. 

^ Phase two— Introduction to state council on vocational education * The 
Initial orientation of council members to be accomplished In phase two should 
Include visual aids, diagrams, and one-page, lay*language descriptions for 
future references (and note taking). Group orientation should be scheduled to 
coincide with a counclli meeting, the evening or day before. If orientation is 
individualized, it should be done In advance. 

It is recommended that phase two be presented in two or three sessions. 
The sequence should be decided by the current council activities, e.g., what 
will they use first? The order and selection should be on an Individual state 
basis. Some suggestions and a possible check list of topics follow- 

0 Introductions . Be sure all staff mmbers are Introduced and have an 
opportunity to tell about their work and their Interests (hobbles and 
volunteer work are often sources of expertise). 

0 Staff . If the session Is In the council office, be sure all staff 
members have a chance to get acquainted with the new members. A brief 
statement about how they each work with the council would be 
appropriate. 
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o ^omcU Establishment. Describe the process by which councils are 
estajllshed (federal law, appointing authority, funding). 

0 Purpose. Discuss the overall purpose of the council. 

° Act°?S; .iPg^'^" structure and policy set forth In the Perkins 
Act (council 1s certified, meet to elect chair from private sector, 
determine their own policies, employ staff, and so forth). 

5 Handates. Review the mandated fesponslbllltles of the Perkins Act. A 
lay-language version or a typed copy of the "mandates" set up In out- 
.Ine form may be used (NAS/CoVE Handbook . Chapter VIII). Avoid usina 

difSt*tn°^ P;'"*"' 1^1^^r-7he fSr^at is iintlnuous InS' 
difficult to follow for people who do not read legislation routinely 
An abbreviated list of key words on a visual aid might be he^pfu" fo; 
discussions and interpretations, icihiui ror 

• ||§§fySKEMn£. ^Describe the relationship to the U.S. Department of 
Education for compliance and reporting. Include reporting rSsponsibll- 
Ity to the U.S. Department of Labor. Although there are no rerortina 
requlrments to the National Council on Vocational Education^this miy 
be an appropriate point at which to describe Its mission briefly. ' 

Perkins Act. An overview of the Perkins Act will be necessary Aaain 
use an jxputlvesumma^ such as the one in Chapter VIII of the NAS/ * 
COVE Han^k. The descriptive summary (also in Chapter VIII) probably 
has too mucF detail at this point, but may be useful later. 

Activities . Highlight the major on-going activities of the council 

pCbilc hl^Mnnf^e"!*!^? *° i]''^ * "nse of what the council does. 
Public hearings, special meetings with the state board, retreats, and 

rnM«^<f"""*- r-"*! ^''^ examples. Provide new menbers with copies of 
council reports and newsletters as illustrations and later review. 

Committees, Distribute a list of council committees with a two or 

lrt1ui?!S^®"^L'^®®^K^P*l°" °^ ^^^^^ ^oles- List corresponding 

activities. Describe the structure and how it fits Into the overall 
picture. Encourage committee chair to make this presentation. 

Plan of Work, If your council has a plan of work. It will contain 
activities and committee work. If it is a very detailed plan of work 
a summary page highlighting Its contents should be used to Introduce ' 
It. Tne time period of the plan of work should be clear, e g one 
year, two years, - ' 

Policies and Procedures, Bylaws and policies and procedures adopted by 

nfeLfh***- - -u""-*^ ^''°"9^* t° attention of new members. 

Distribute copies If they are not In a council handbook. A quick over™ 

rLri an that is necessary, as they can best be absorbed 

wnen read at the member s leisure. 
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When It Is Important that the new mimber be fanlllar with some of these 
policies because they relate to an agenda itm or activity In which the new 
member will be involved, staff should call the n&ft member in advance, point 
CKJt the activity and the policy that Is applicable and suggest they may wish 
to faniliarlie themselves with the policy If they have not had an ooportunlty 
to do so. Tills m&y save the new member (and staff) later mbarrassment. 

0 Coordination with Cfthars . Highlights of how the state council works 
cooperatively with other organizations, agencies, associations, coun- 
cils, and individuals should be mentioned* A few examples will be suf- 
ficient. Most state handbooks have a section for later peference. The 
f^S/CoVE Handbook , Chapter V may also be useful, 

0 Involvements Suggest that new council menbers begin to think about how 
tney w1 1 1 fit Into the overall scheme of council activities and with 
what committees they may wish to work. Suggest they visit with other 
council members about various activities. They may want to attend some 
committee meetings or participate In committee conference calls before 
deciding. Suggest they take two or three months to decide. 

0 Issues/Topics . Have new members suggest several topics, areas of con» 
cern, or issues that affect vocational education. These may be eco- 
nomic development, technology advancanent, unmployment, basic academic 
achleverent, dropout rates, career choices, labor market information, 
special needs populations* and so on. Take a few minutes to discuss 
some of these with the new mmbers. Their discussion will provide 
insight into their experiences. 

0 Organizational Structures/Terminology . Review a short infortnation page 
including Items and axplanations on topics such as (1) state vocational 
education enrol Irent; (2) types of institutions delivering vocational 
education; (3) levels of Instruction; (4) vocati^onal /occupational/ 
career/technical/adult education; (5) JTPA/Job Training Coordinating 
Council /employment and training; (6) local advisory councils; (7) state 
vocational education staff/state director of vocational education/ state 
plan; (8) national vocational education staff and National Council on 
Vocational Education; (9) vocational education associations at state 
and national levels. (Chapter X of the NAS/CoVE Handbook may be help- 
ful in compiling this.) Suggest they may want to have The Handbook 
with thOT at the first few council meetings as a reference, 

o Council Finances . Describe the budget in broad terms Including state 
and federal resources, fiscal year, budget process (member role), and 
major categories such as (1) personnel; (2) facilities, equipment, and 
supplies; (3) travel; (4) research and studies; and (5) printing, 

^ Travel and Reimbursement . If possible, have the staff person respon- 
sible for processing reimbursement forms explain the procedure. Have a 
smple fonm for reference plus a list of allowable expenditures, 
limits, required receipts, and other rules they need to know. Walk 
than through completing the Information. Be sure they are aware of the 
approximate time needed to receive relmburSimint payment. 
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fonl^ntf^???^ H ^f"'' « handbook, highlight Its 

Sanll J • J"^ ""V provide the order and framework for ore- 

slons you m^y wish to hold the NAS/CoVE Handbook unti-1 the second 



n.t i"^ members with additional publications, past minutes a short 

°l popular acronyms, and other materials for theirrevlew and'use In 
understanding the functions of the council and their role as MmSers Some 

niVhf 1 ? ^i- °^ this infomiatlon will make sense. Further It is sv^boTlf- 

are'tL-c^ c?[.'sta^f^«^°;'?™"^^^^^ to establish: efg-.the^mSlr"" 

are tne council, staff assist m achieving goals. 

Plan to meet vrith new members a few minutes after their first coijnrli 
SltlndL^K '^"^-^^ °'' their questions. At the first Sna 

be wre?ul''ab"^t'"tS^'.'*l' .^^^^ rmind experienced mlbers'to 

?o introducf each aoe^d^ ^Ij^'^^" f"^ ^''0^^^^' A few background statements 
Dolntrnf JffV.f?? ^ It an may also be helpful. Staff should be alert to 
points of clarification needed throughout the ireetlng. 

New members should be Introduced at their first meetlna and be a^kort 
fn Jhl J""'°''"'^\73 tl-anselves. Schedule coffee and rolls 20 minutes oMor 

'f°o^s? rnr;o33c??o'ns i^rtsrcrc?r;sfn5!- " ^= in^s^frsKss 

riuc a once-a-year activity for new members. 

„„.J*^,^^*^°"^^ entourage the council chair, committee chairs, and others to 

fhl"?hrult*5f JhelerkiS '^1^^^^ or Issues to council mandaKs.*° 
+ ^ 4 1 J-erKini Act^ uTPAt or other state policy relevant tn th^ 

topic may also need to be reviewed. These rationale stateme^s tan be brief, 
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but they should establish both a frmework and a point of reference. Staff 
should not expect council mCTbers to have Instant recall of previous discus- 
sions, consensus, or actions. A few relevant notes to be used by the Dresentor 
would be helpful, ■ ^ 

V\erB are areas in v^ilch the council becomes Involved periodically, per- 
haps once or twice a year or even less if the council's plan of work is based 
on its 2-year reporting cycle. Some of these areas will require orientation 
at the time they are to be addressed. An awareness level will anerge as new 
members review past minutes and reports. Most will develop awareness as com- 
mittees report. Brief explanations may bt part of a terminology list in the 
state's council handbook or may be presented when they are secondary to the 
topic. 

Providing an in-depth orientation for an area that will not be on the 
agenda for six TOnths or a year represents ^or timing. To phase In the 
orientation allows council members to have the necessary comprehension by the 
time they need to take action. The "time to teach" theory is probably the 
most appropriate advice to be given for phase three or in-depth orientation. 

In phase three, the definition of a new member changes. A new member is 
now one who has not previously been Involved In a particular aspect of council 
activity. 

Examples of the kinds of topics that are part of phase three follow with a 
brief explanation: 

o State Plan , Because all activities of the council will be feeding Into 
the state plan for vocational education* this area Is a "natural" for 
phased-ln orientation. It can be dealt vrith 1n natural segments, 

o Funding and Funding Formulas . Orientation about vocational education 
funding may be provided in a variety of segments. Examples Include 

(1) sources and appropriations of funds, I.e., state, federal, local; 

(2) allocations* I.e., regulations, governing how they are to be desig- 
nated (and not designated) by purposes such as inservlce, level, pro- 
gram operation, special populations, administration; (3) distribution, 
1*e,, formula, grants, reimbursement, 

0 Accessibility . The topic of accessibility may be broken down Into seg- 
ments for orientation purposes. One segment Is accessibility to pro- 
grams of an Individual's career choice. Other segments might be 
related to target populations, to rural areas, and/or urban areas, or 
as affected by local policies for transportation, or graduation 
requl ranents, 

o JTPA, For Initial orientation purposes, states have found a basic 

overview of JTPA with concentration on the 8 percent set-aside for edu- 
cation to be a good first step. Reports to the council from Job Train- 
ing Coordinating Council (JTCC) representatives are effective as aware- 
ness orientation. The initial orientation Is intended to help members 
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see how their responsibility for evaluating coordination between JTPA 
and vocational education might be addressed. 

o State JTCC. Council manbers who are also manbers of the State Job 
rnfl"rl^h^°°''?"i^l2^ '"'^l ^a"^ *o provide new members with 

loSJionarEducallln! -l-tionsh1p to the State Council on 

0 Jg^gft PQpmftions. The first step toward orienting council members 
about the relevance of target populations to vocatlonar education Is to 
acquaint members with the types of target groups (disadvantaged, handl- 
SfSnM?* -"^l? T®"B^i dropouts, dislocated workers, ethnic and racial 
minornies. displaced homemakers. teen parents, older workers, and 
inmates of correctional facilities). 

° Labor Market Information. The role of the State Occupational Informa- 
tion Coordinating Committee (SOICC) in coordinating labor market info r- 
mation used by not only the state council, but also agencies and pro- 
grams preparing people for anployment, may best be presented by SOICC 
staff. If the council has a representative who attends those council 
meetings, that person should be asked to participate. 

0 NAS/CoVE. Council members who participate on committees and subcommit- 
tees of NAS/CoVE may wish to provide Information to new manbers about 
the national association. Those who have attended regional and 
national meetings can share those experiences. The NAS/CoVE Handbook 
is an additional resource designed to be Informative about t he associ- 
atlon, its cammlttees, and how It functions. 

Phase four--fol low-through. If staff thinks of orientation as ongoing and 
J t^me to teach." follow-through will fall into place readily. Some sugges- 
tions that may serve as reminders follow: 

0 Work with newly appointed manbers Individually for the first six 
months, whenever possible. This can be accomplished by phone calls- 
lunch or breakfast meetings as staff travels through their vicinity- 
getting together at other functions, such as conferences to discuss 
council work; or meeting prior to council meetings. 

Be cognizant of their background knowledge and experience related to 
current council activities. 

Review agenda Itans'with new members in mind. Call than In advance to 
RSSe-^S ^f^h*^B^ background information other council manbers will 
have to which they have not yet been exposed. Direct thfi^r attention 
to materials you have given them that they may wish to review before 
the meeting. 

Provide then with council rationale pertinent to existing council posi- 
tions on various issues (i.e.. how/why did the council choose the Josl- 
tion). If the council has an ongoing major research topic, new members 
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toplc!''''^"*^''' ^" ^><Planation about why the council chose to study that 

° !K"!"*,i^f^ - ^'"^ ^^'■"'S O"" issues bpought to their attention 

about which they would like more Information. attention 

° MnH^ri""?"!^^^ for feedback as to the extent they feel they are get- 
invilveminl/"' '^"^ ^olng on and how comfortable they are'^wlth their 

° S'tJ lvlluale°l'l.'°' ^"'P''°^l"9 '^^^ "^s'nbe^ orientation, I.e., ask 

Getting Members Involved 

ItlJ^dJ^nwf " "^^^i """^^^ ^^"^^ «=ti^e role In council actlv- 

do'wlth PoS^cll^^aSft^fn^-'S- influential factors have to 

feennq somewhat in^t in .h. encouragement. A new member who may be 

one-else is par?5clDSt?na "f^.lf "'^ """^ lead" when 

wiic ei^g 15 parLicipating* The stage can very aulcklv be qpt fnr th^ e^-s^^^ 

to become the council and the manbers to become thf rSbbfr stlmp Th'fs s'J 
IttuaSsf ' «^i9" aetlvltlls to vahoi^ ' 

v1ew"staff^^®tL^PH"*«? council view themselves as lay people and 

Jerkins Act f- jL^ 1 ""^ the Intent of thf 

Perkins Act Is very clear. The act Intends for the council to advise recom 

verified or vJIltL J " f '"'^'""9 "^^^ °^ staff that have beeh 

verified or validated by council manbersi It seeks views of maiibers. 

what^1s°qo1na*on™thlf recommendations, council manbers must know 

th^ git'fnvolved: ' Involvement, it ,s the staffs job to help 

tettlng members Involved can be a verv delir^t^ t^^y e4-^#* ^ 
mindful that members are volunteers ^rSwf full^tlml jobslln rsfcases) 
Staff must also recognize that maiibers have reasons for acreDtlnn^tLf? ^ * 
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tatlves. In part /this Is SecauL fv^rrHii^?" are private sector represen- 
thelr jobs and thi activities of thi Sc? 1hrfi%'^^°"f "^P ^^''"^ 
direct professional growth opportunltl-ffor'thS Involvement provides 

Individual* K uviue Qireci oeneTiti to the Institution and the 

sector maribers sometimes express fruslratfnf!^^^^ ^ P^^^a^e 
abnity to be si ow 1n%?Slng change. ^ ''^^ P'^"" ^"^ Inherent 

Should assume these responslblfltler In Ldftinn representatives 

act1v^"Slrs' ""i? t!;L''';^r'^ k?" r''"'^ """'^'l "'"'l'^'-^ «"t to be 

Ss^ S^tSi ^ IJn«-|^--,e^r 

to capitalize on Indlvlduaf Sells J^Z^ ^ ^1^^,^;^%^'^^ 
beginning ^the'Sear'lo'?n'Hi *° "^^^ at the 

active anf ger,J°,ivef ?n1anv""'- - "1 ff ""l"^* "'«'"bers can be 

activities that ?nvilvf cSunlll ^lJ°^^^"^ H ? ]^"*"9 °^ « variety of 
have been done b^ staff Su^oerhaSf ^ A^th^"".* "'a^' tf-adltlonally 
siJhe*T.iha t^^ 11 I - perhaps a rethinking Is In order If we trulv 

pMfoIop^!' ^'^^ a"^ stiff are their ^p^^eas- 
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o Serve on ttii hear1r-ng panel 

o Prepare questions tto be addressed by presenters 

o Locate factlltles f=or hearings 

o Contact IndtvlduaU- to testify at haarifigs 

° ?^M»I local offlct ^als to welcome participants to the hearlnq 

°' ^"^"^^'^^ ugisiato?:-{;;;fi 

" c?r|:iSnr'' st.t^enu for use in cnun 

o Make arrftripmints f^r media coverage 

o Get a s>poiisor for "coffee break" 

LTaison Rel atliiihlp Bu^ndlna ancQ.jragp^ manbers to • 

° «tlonn^f!-°"' """=11 issues In vocational edu- 

t^l^^'m^ P-^"=1°-Vtrada assoclalllJ^ 

0 Represent tjicounct ?1 at meetings of a particular group (SOICC 
llJmuM^r f"'"'"'*^°"- principals' association, state board' 

° ?nnJ!i^"- thiaounc1-l as a panelist or a panel reactor at 

° and'softHVllL^^^^^^ ^" ^'^^^b^* booths at conventions 

3 Help to advtiithf butjsiness community by preparlna articles fnr 
professional and tradBe publications that encSuraSe partnershiDs 
between thetasiniss cmmunlty and vocatlonaf education 

' lirrfJl?sr" advisory councils and private Industry coun- 

Recomrend co-mpkers - to serve on PiCs and local advisory councils 
Make awards prisentat- ions on behalf of the council 
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0 Write letters to ripresentat-^vei and senators expresslnq their 
views on vocational iducatlorri 

0 Serve as the council's representative on ad hoc committees of the 
state board, the statt's JTCC;. the governor's office and others, 
keeping the council apprised of the activities and sollcltlna 
council input wiiwiwiiiH 

0 Bring greetings to Mnferencss on behalf of the state council 
Council Publications incourage tr^mbeps to : 

0 Assist with editing, povlawlmg. and providing suggestions to staff 
for final preparation 

0 Write articles or 8d1tor1als for newsletters 

0 Prepare Introductions, forewo r-ds, or preface material for publica- 
tions, as appropriate 

0 Solicit guest edltorlils for ..council newsletters 

0 Distribute council publ Icatlowis at meetings they attend to assist 
in reporting to the public 



Commi tt ee Act 1 v 1 1 1 es incourage members to : 

0 Call or send a brltf list of fchtir views In advance if they cannot 
attend 

0 Divide responsibnitles into «nd1yldual tasks so members can each 
make a contri butlon and el imiraati the need for several meetings 

0 Set up a teleconference speater phone for a menber who cannot 
attend, but could paptlcipate by phone 

o Offer to hold meetings In th«r r places of business 

Council Meetings encouragt member— s to: 

o Secure presenters to address s- ptclal topics at council meetings 

o Offer to hold council meitlngi In their places of work 

Serve as panel members to rear^ to speakers or to ask questions for 
further clarification -» - 

Secure media coviragi for topics bilng discussed that may be of 
particular Interest to the pubTIc 

Review and highlight Infonnatloon and reports received by the coun- 
cil to reduce the volume of reading required by all manbers 
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o Report on conferences attended 

o Highlight Information to council /ream their trade and professional 
journals 

Kiepln^ Mefnbers Involved 

Once mambars are Involved In council actlyltles, It 1s essential that 
\T'V 7,"*^''"? ^"^ Involvement continue. The single most Important factor Is 
tfiat t ney fill their tlmt and effor-ts art beins usad iffectlvely. 

Council mtetlngs, like an^ other meetings, must have a purpose. I^etlngs 
Should be sehtdul ed to carry out the objectlvis of the council. If attendance 
awindles, staff may wl ih to review the agenda Tor Important issues, signifi- 
cant d1 scusslons and reports, and action itenis. 

From tlmi to time, staff may need to ensure that manbers are apprised of 
where a discussion Is leading or wh^ a report 5s being presented, e.g., how it 
fits Into their plan of work. Pointing out Its relationship to mandates or 
council objectives may be ntcessary . This Is taest done through the chair or 
various canmlttees. 

Reaching conclusions or Identl fjyl ng major points at the close of agenda 
ItCTs may bi helpful to staff as they begin to prepare reports o-f the council. 
Members will recall these statements and recogralze their ownership, rather 
than feeling it Is a staff report. 

Most of the suggestions for getting members Involved apply to keeping than 
Involved, Proper orientation provides them with the knowledge necessary for 
establt shingnieeting agindas that wf 11 foster 1 nterest and comml tment. 

Sta-ff can further encourage member participation by adhering to the 
followt ng guidelines: 

0 Don't represent the council at the head -table or on the speaker's 
podium at a conference where council members are in the atjdlence A 
meriber should represent the touncll whenever possible, 

0 Be sure all mambers of the c»unc11 who ar-e present at a conference 
< particularly state educatlori conferences) are Introduced at a general 
session. Staff may have to contact the conference chair and suqaest 
this be done. 
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Have eounell members Instead of staff ser-ve on panels or make presenta- 
tions to meetings of other groups with wNcti the council works coopera- 
tivelys whenever appropriate. 

Offer to assist members in preparing presentations. If tNey don't need 
or want your assistance, leave them alonel Offer to help prepare or 
dupllcita handout materials. f f 
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0 Do not peprisent the council ir= a member is avanable to do so. 
0 Have mm^en mitee and ncelve r»«cogn1tlon on behalf of the council. 

Kaiplnq Mermbeps Informed 

f^h^nfi ^-hS*^ ™ ^ Tor staTT. staff sfr^ldOTi have time to read caref ullv avprv- 
courcn is .oluntar, aod may d.tract fr.«, their own profess1onlrdewi!p„ent 

refiec"i?aff'*l^^^n' 'n *«"?^f ^owtrcs selecting those materials that 

llclv admlttlno ti^« hih L+ P' -5 council may find themsel ves pub- 
lic ly admitting tney did not give consld- eratlon to all facets of the Uiue. 

counJil Vev1iffn"Sml"H^° "f^P.* organliing Infonnatlon to facilitate 
council review from a time concept and a comprehensive perspective. 

Four geniral areas information ntsd to be organized: 

^^^^mm^mr^Vm:'''' " newsletters.. .arch 

2. Infomat1»n about "what's happenW ng now." which may Include leH^la. 
tlve infom«t1on. state board acfclons, or other Inftrmatlon thThelps 
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members keep up to data. Tlis timeitt ness of this Infomatlon Is 



^* J^lilh^Lr"""^?"';*!"^'' " committees. Information about 

activ ties, hearings, amid other councn operations that 
need to be communicated to niibtrs, <.iu(is unat 

^' StailfsMnaTn^iSpnif' f^^fP^er- d"11ng with council meetings. 
estaDiisning an agenda, etc., for m =• re Information), 

Methods of Infonnatlon Management 

0 Use a stamp on the outside of ths envelope. Check the aDDronrlstP 
categories as to what Is enclosid and any Sctlon requfredf ^ 

For your Information 

— Urgent 

— Review and respond 

— Committee information 

— Meeting materials 

° council "mSbers!°" *° ^foprm COT™ittee members Instead of all 
° wee?sl^'' ^ schedule for manipgsuch as once a week or every two 

° .'J^".?"^^ f ^*^"g comm^ .TStrlbuteall other 

undated Information at council mttlng is. otner 

° ^l^?^^n^ fh°"P' to make d1rectmllln.g to council themselves In lieu 

^tffs™im-j^s sSf - 

cnnfi |P"ifl^"J\'f'^ grouPMnd otiher agencies may have multiple 

m^^^^:^: is not dfteririij^ii 

° ,«^Jf^rf * filt with an exact duplication and date of all infonnatlon 
mailed to council mmbers. Keipthe fde In a central locatlonlor 

l\ -Ertlhffrh"*'^ « =ouncn member ca l lo d?scuss 

lo'lndlvlSllls. * ftr™ter-1als sent to each comminle or 

0 Include an "Information packet review'* n^r**- ^=^k 

report would help to infonn thicounctl of major Issues of concern to 



31 



0 



o 



adS^irif ^^°r' '"if' administration are attanptlng to 

^IhJ'li^tnWV^l^r'' 5°"^=" members Individ and pro- 
wise not havrtlmrtrread It w n h°. !?*/f*l""*J' "^^^ """^ 
what they do find of solclil Jni-=n L "if *° ^" selecting 

they take tfme to ?e ad 'it in Its eSfretf """"^11 member suggests 
do so. council mim"?s tend to belllvf staff ?hf^ be more likely to 
everything! It also eliminates sllectfon r"ks' ' 

° trrjLmtf?ef f^r'rev1ew'"?Sm^^ "'^^ appropriately directed 

provided to al l ma^bers" E'^^utlve summaries may be 

' wlKher sJaterVcoCnIl? °" k""*'""^^ 

maf sSgg1s\'\\ryurl:^ -""'-"'^ "'^1^- t^e following 

"■ M^JlUSif '■^?"1''2"9 ^ '^^^l®*^ response 
Materials related to meeting agenda 

" Of a general nature such as national studies ( A Nation at 

Attach cover notes or memos summarizing the content Thie 4e ^-4 „ 
cons»,„g for staff. ',nf.mHUr,%>cl?T,l:- 

Provide sunnurles of najor studies that are prepared bv others 7h..= 
are often available and reduce the volume of Infomatlon as «l"l « 
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COUNCIL STAFF 



The Carl D. Perkins Vocational Education Act of 1984, Section 112(e) indi- 
cates: "Each State council 1s authorized to obtain the iiervlces of such pro- 
fasslonal p technical, and clerical personnel as may be necessary to enable It 
to carry out Its functions under this act and to contract for such services as 
may be necessary to enable the Council to c^rry out Its evaluation functions^ 
Independent of progrmmatic and administrative control by other State boards, 
agencies, and individuals*" 



' Staff Organization 

State councils have been created by the Perkins Act, and they are author- 
ized to OTploy the staff to serve thm and carry out mandated responsibili- 
ties* The manner In which state councils have chosen to do this differs* 
Procedures chosen by the councils to fulfill their mission, the slie of the 
state, and financial resources are major reasons for these variations. Having 
enough personnel time to accomplish everything has been a problsn plaguing 
state councils since they were established* A review of states reveals that 
various staff patterns are used. A discussion of these follows with examples 
of states using these patterns shown In parentheses* 



Single Professional Position 

The most common staffing among state councils Is an executive director and 
a secretary (Arizona, Kansas, Wisconsin, Michigan^ Kentucky, Nevada, and 
Oregon). 



Multiple Professional Positions 

States having more than one professional staff person follow two general 
models. The first has an assistant or associate executive director (Illinois, 
Indiana, Maryland, and Arkansas). The second and mnst common of the two 
models has a research, evaluation, or progrm specialist (Ohio, Florida, 
Hawaii, New Mexico* Texas, and Pennsylvania). The two models are sometimes 
combined In states with more than two professional staff positions (California 
and New York)* 



Professional Plus Paraprofesslonal Positions 

Increasingly, state councils are afriploying the services of the parapro- 
fesslonal or technician* The position 1s often called "administrative 
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In^house ContractInQ 

handle peak mrk loads Cont^ac^lSo^v ^l n =<'S"""'«1 personnel to 

»lce5 l5"S^?o™l'oSf'ngf ' ""^ """'"^ Personnel to perform such one-tl™ ser- 

° ,'^tereltlo't"! M'^"'"' " = 'P""'^ topic of 

o Designing survey Instruments 

0 Compiling data from questionnaires 

o Writing public hearing results 

Q Conducting a small research study or telephone surveys 

0 Typing major reports 

the eoSracf parted'' TSe1oCs'?o'brdone"r^"^ needed several times during 
and varying Job cSetencles or skill f f„f^ '"^S"^''^ intennlttent attention 

fulfils d^S^'^ Jo«rS?tXS%rr5etij:nrsr/ si-j?- 

0 Preparing monthly/quarterly newsletters 

0 Conducting an annual series of public hearings 

0 Providing clerical services as needed 

0 Writing council position statements 

0 Directing annual council planning sessions 

0 Preparing mass mailings 
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-Vendor Contracting, "me use of vendors to conduct stu0 Hund research 

Tip. vL5°""^I^' '^^^P^"! ^" fulfilling the council ?rsswnsl5lli = 

ties. Vendors who have a ready staff to conduct and reoort eearch mSv hi 
more effective and efficient than using council risourJes h contracts a rp 
^.^fV '5? '^''"^ supervision of council staff. buVa^t J ly Silo red 

S^l ersltlePSr'olSer' h?r'""- ''''''' o^^SSmfSr^ 
u iveriities, or other public agencies may provide the service, 

iMina|hlEi. Internships not only provide additional staff to assr st 
S ^1st5na intfrn^hf OPP^'-*""^^^" individual Promional 'dLvel op= 

Lvanced d'eor.'^.'' f " ^''^ °' university programs' gartteuUH^lo; 
fflM^? SIL ?3 ®f^5 Council -sponsored Internships .have also biM used One 
must keep In mind that Internships are designed to be learnt ijperl err eel and 

sL'rrLHod^'sLTr, °' """'^^ Internships iri SallT 5o? 

flllnofl). ' ^ senester, or a year (Minnesota. Florida, and 



Job Descriptions 

Each council staff position, whether professional or siiliDort staff «hm,iH 
have job descriptions on file. Staff manbers should brfSlli pr^^^^ 
their own job descriptions and be involved at least annual y-^iffSelr u^at 
Ing. Staff manbers should also be knowledgeable abourall Ln scMotion^ 
order not only to improve their understanding of cornel? of ftSetfo^l bit 
also to increase their appreciation of the contributions Tf cSrs fSee 
chapter on Policies. Procedures, and Practices for more infOrtSoS!)' " 

Responsibility for Staffing 

rii Thl^f ploy"®"* of an executive director Is the responil&tllty of the coun- 
diUr^B^^''^y' the council designates a committee to Select elecut Ivl 
director. The executive director Is usually responsible fir s cti no a^l 
^ personnel whose positions are authorlSed or^establlshM he lou^cll 
Some council bylaws may require concurrence with the counciU ^ Mus^ull. 

assll^ Ih«m°%Jh"?l!'"°i councns to ask retiring executive iirtctors lEo 
?Sr lobs! ""^-^-^ pMlosophy by which Krff,"; pepS™ 
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Staff Evaluatinn 

^mr^^tt!ff%e^Z^J°'-r^l''^'^^^^^ the purpose of 

the e.ecut1vrd1rlctor™"The execullvTd rart evaluating 
tlon of staff or ma^ designate thirresoLl^h^ responsible for the evalua- 
cn staff Is organliid. ^ responslbn ity depending on how the coun- 

councils follow. oTTicers change. Pointers gleaned from several 

Content of Evaluations 

o Focus on Individual Job descriptions 

o Prcvlde for self-ev>lu<itton as part of the evaluation process, 
o Identify strengths as well as areas for Improvement. 

° IS"nl We"'mr;:J?^V%"fe'r?.'af' """"''i' to 
other =MllV.ndc^«,^rs^^^'^•caTC:je^^^^^ 

0 Verify „rk that ™s done well, as as validate or document poor 

° c1u'nc?[ If^'^tl!""^ ^''"'^ ^-''-t've contributions to 

Process of Evaluations 

0 Personnel matters are handled m executive sessions of the council . 
0 Staff members should be aware of the areas on which they will be evalu 
foliaffl ''"'"''^ ""d. these Should be available' 

most often the designated indl vIdualT U" P"* 

committee that assumes the ?esMnslJ?lii-J°'"K 5°""=^^! ^^ve a personnel 
executive committeels dellgnlteS ^' ""^^ frequently the 
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° -J.*'- past chtl>)iy work m consultation with the executive 

JSfif I' iVilUitlon asnd submit 1t to the executive 

commlttet for concurrence, executive 

0 The full council should be apprised the evaluatinn in 

It 1s ginerally agreed thatthe conduSt ol an evaluation by tl^-fuH 

either specific concerns or ricommendtetlons to thp Pv*r„i-<w= 2*^ '^I 
these Should be handlsd 1H«cut1ve SessiL with tS cSncfl-rrS^^ 
sensus^presented to the 1*1dual by the m«„bIr'^es%n"i;fe'fo^\°h"; 



o 



The executive director reports to the council when staff evaluations 

lems with personnel appeartobe Imminent. f^'^"^' 

^ f^unrfnlloC°Hlr' ^" Pfirwsonnel policies should be care^ 

Ind-?roy^es?P'''"""'^'^^' ^'^^ '^'^^^^ °" Practices. Poll- 

Staff Sa l a ryw 

p^.iIh?"iP^^'"^ ^^^"9® benfifltiare dit#r— mined by the state council 

"long to the s.larlel ™ Ile'cLn talf '.—Jf^ifL?^' '° 5° """" 
A number of alternative mtmOihr detapmlaBnlng staff comnensatlon ar. 
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In examining the line of thinking Inherat In philosophies related to 
salaries, one may expect to find any of the following: f-eiatsd to 

o Sauries of councn staff should be similar to the salaries of= persons 
with whom they Interact on the Job. ' e persons 

° glve^st^ffc^ul^"''^ than salaries of their count#r--parts to 

' IslI^y'resentmenEsf ' '''' counterparts to avol d unnec- 

0 Staff salaries should be comparable to salaries of similar pub licser 
attainment/^"''* °^ experience, qualifications, and/or educat1»onal 

" ^- ^'i*" "l«''les of similar publ1»c service 

jobs in order to attract the best personnel. service 

^^^1^ !*^tes have adopted a systan for determi ni ng staff salsry A 
n^'haSr. f^r^r -"'^"9 director and fsecraSS do 

anS thP .M°rf ^P''°"": States, a salary was simply |staSl[shed 

and the council gives merit or cost of living raises as they dean appr-oorlate 
SfloSfngr""'^ approaches used by the majority of the councilsl^ncfSSf thf " 

° Si^^afStaiy^f" '''' ^-"^ - '-"-'^ or edu= 

° Ihe^councll" "^^^ "^^^^ °^^^'^"9 Increases deterffslned by 

° peJw^nir^' ^°'' P^''"""'-! and salary ranges for profes sional 

° parJ^oflhf sal^rjllhyi^^ "''^ '^^'"^"^^ P°l^='«^ - « 



Staff Cr edlblHty 

cienr!^^L^-''ii''" credibility through d«nstrated competence and effi- 
tr^^i L^^^ f- """^i^ itself. In turn, the staff provides the 

council with much of its credibility. The effectiveness of the council and 

nnr./^ V*^^^ maiibers have a responsibility for establishing good pub1t-c rap- 

K^^lf PJS?^ ^'""9^- director hai a cwctol ^ead- 

ership role to play in this regard. The credibility of staff as p^ce^ved bv 

r^nn.^"f *f by councIl members th«elves, has a direct SpL^ton"^ 
council efficiency and effectiveness. 1=^.1- 1 iip^ct on 



30 



38 



mrk lltl o^^^^^ productivity, plus the positive 

He told ?lnJt ^f.aPPS'-ent to both council metibers and the pub- 

Thf 'o^S ? 1 of comrnunlcation bttween staff and council are essintlal. 
bers Ind stal^ LT" °^staff may be raised substantially by having th » 
bers and staff who are knowledgeable of various staff functions, 

n,«,K"^5J"'Pfr"^^® understand their roles In communication with 

t^^T 0^ tfi^°"9h the executive director or other deslgni For 

^^^m^lh^^ communicate about personnel pol Icles ard salarii^ 

VlrT.^ directly with council maTibers anVvlcr 

fnr <?mmP^i > * P^"°" responsible for handling papirworK 

sjh^?sosi}i*sirrf^?ih^r;s?jifr*^ ^-^^^o.^ 
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COUNCIL FINANCES 



„_ '^^^ ^^^"^ 0. Parkins Vocational Education Act. Section liz (f)(2) states s 
"The expenditure of the funds . . . 1s to be determined solely by the State 
council for carrying out Its functions under the Act. and may not be diverted 
or reprogrammtd for any other purpose by any State board, agency, or Individ- 
ual. Each State council shall designate an appropriate State agency or other 
public agency, eligible to receive funds under this Act, to act as Its fiscal 
agent for purposes of disbursement, accounting, and auditing." 



Fiscal Agent 

The selection of a fiscal agent Is determined by the council Itself 
Council staff Is responsible for finding potential fiscal agents and rpnortlnq 
their findings and, upon request, their recommendations to the council.' Sev- 
eral alternatives are available, and several factors need to be considered In 
making the choice. Each offers unique advantages and disadvantages. Follow- 
ing are examples of some alternatives: 

0 University or community college (Nebraska) 

0 Local school district or area vocational center 

0 State agency (the state board of education Is most common, but It can 
be any agency) 

0 State treasurers (Kansas) 

o State councils (North Carolina and Minnesota) 

When a state or other public agency agrees to be a council's designated 
fiscal agent, it may be necessary for the councn to adhere to the regulations 
and policies of that agency 1n matters pertaining to fiscal man aaement, per- 
sonnel , and other operating practices. State codes governing the agency may 
impose additional rules and regulations that will ultimately affect the coun- 
cil, staff should be fully apprised of any such conditions and be certain to 
communicate these to the council. 

The selection of a fiscal agent is an Important activity of the state 
council. Regulations of the agency should be fully explored. Some are 
extremely time consuming, others could cause a council to lose control of hir- 
ing staff, deciding how many staff are needed, or carrying out other actlvl - 
ties deemtd necessary. In seeking potential fiscal agents, the staff will 
want to investigate the following- 
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0 How paper work flows 

0 Fonns and time franes for travel relmbursenent of j^our council members 
and staff 

0 Signature authority, delegation 

0 Bidding procedureSj mInimumSp purchases^ vouchers 

o Handling of blds^ turnaround time 

o Approval of out-of-state travel (would council travel be frozen if the 
agency travtl is frozen?) 

0 Billing for conferences, to avoid large cash outlays for members and 
staff 

0 Indirect costs to be charged, on what line Items 

0 Record keeping and accounting services 

0 Audit, council responsibilities, audit reports, schedules 

0 Personnel vacancy announcements and Intervliwing 

0 Limitations for mileage, lodging, other travel expenses 

0 Disposition of furniture and old equipment purchased with federal funds 

0 Personnel policies^ extension to council staff 

o Use of agency equipment (audiovisual, photocopying, printing, 
furniture) 

0 Salary and fringe benefit ranges for staff If they must adhere to these 



Office Facilities and Equipment 

State council offices are usually located In the state's capital city. 
Councils generally choose the state's capital for closer proximity to other 
governmental agencies vrith whOTi councils work. 

Exceptions have been based on location of fiscal agent or a more central 
location within state boundaries or population densities. In some cases, 
state council offices were originally located in places other than the capital 
andj being successful, have simply rmained there^ 

Most councils recommend that council offices be located apart from offices 
of the state board. Rationale for this is that when located In the same 
facility j councils are often thought to be part of that agency, thus losing 
long-sought autonomy, 
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Selecting a Location 



Acquisition of office space is an administrative function and should be 

the responsibility of staff. The council may choose to discuss and agree upon 

characteristics or criteria for the office location and provide direction to 

till * prefer to have staff recommtnd a location for council 

approva Is 

In making a recommendation to the council, staff will want to note the 
financial burdens and describe attributes of the office that will contribute 
to council goals and office efficiency, such as accessibility to the public, 
f^r ™l?in«2 ^l^l^e eq"1P™nt. proximity to other offices, and available space 
for meetings. Because tne "perfect office" probably cannot be found, staff 

their reclnrendatlons^ ^^"^^'^ compromises that have to be made with 

In seeking facilities for the council office, the following may be 
Options: ^ 

0 Private or commercial rental property 

0 State property 

0 City or county property 

0 Property subleased from fiscal agent 

0 Property subleased from another agency or organization 

o Shared suite with another association, council, or organization 

0 Free or low cost space provided by the fiscal agent 

Proper attention to office selection may provide fringe benefits that will 
enhance the efficiency of staff or provide cost savings to the council budget 
Consider such points as the following: uuuyeL. 

0 Staff parking and loading facilities 

0 Accessibility to the public (I.e., can people "drop In" easily) 

0 Accessibility to the handicapped 

0 Space for caiimittee meetings 

0 Space for council meetings 

0 Potential for sharing equipment with other offices (copy machines 
audiovisual equipment) ' 

0 Storage for supplies, central storage for files 
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0 Privacy of executive director's office 

0 Work space for support staff 

0 Access to public transportation 

0 Potential for sharing reception area or telephones with other offices 

° office^ council members and/or others attending meetings 1n council 

o Walking and/or driving time required (proximity) to reach offices of 
groups or individuals vrith whom staff work on a day-to-day basis (fis- 
cal agent, state board, governor's office, and so on) 

0 Extra expenses for maintenance, routine cleaning, parking, and meetinq 
rooms 

^r.H^^h''® ^''f ""f."^ factors of a less tangible nature that need to be consid- 
ered when selecting a council office. State differences are the critical fac- 

i^nL i^®'^ "n"^'- ^® differences are more philosophical than 

organizational and may Include the fonowing: 

0 Public Image. The office itself may be the Image the general public 
nas Of the council, thus the appearance and decor becone 
considerations. 

° Associated with the Company We Keep. Some states have found that being 
closely located to another agency, particularly If It Is the state 
board, causes the public to think of the council as part of that 
agency. For some, it Is Important to dispel this concept. As a 
result, some councils have chosen to relocate and have selected loca- 
tions that are out of the mainstream of state agencies. Time effici- 
ency associated with proximity and accessibility to drop-ins may be 
sacrificed; thus, some councils have reversed this action and relocated 
In the mainstream. 

° State-of-the-Art for St ate agencies . A council needs to consider how 
crucial It Is to adhere to the "state-of-the-art" for state agency 
offices and furnishings. Criticism that could Jeopardize credibility 
and rapport may be a costly consequence. 

0 Humanistic Concerns. Councils' staffs are small In numbers with the 
majority of the councils having only an executive director and a secre- 
tary. For these offices, careful thought should be given to isolated 
or one-off Ice facilities. Although it may be efficient not to have 
drop-ins and traffic, the Jobs can be lonely if there Is no one with 
whan to share ideas. 
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Selecting Equipment 



State council offices are reaping the benefits of such technological 
devtlopments as word processing, computers, online communications networking ^ 
and expanded teleconferencing capabilities to offset their Inability to 
finance secretarial and other staff positions* Although capital outlay may be 
initially larger these investments are becming essentlaU 

Councils are choosing to make Investments in office equipment In a variety 
of ways. Some purchase, others lease or rents and some have found time- 
sharing to be efficients 

Improvements in tape recording devices have been beneficial in council 
meetings and public hearings; this method may soon be replaced by videotaping^ 

Providing office equipment is an administrative function. Whether leased, 
rented, or purchased, large Investments vdll usually need some kind of council 
approvals either as a budget Itm or a specific approval. Actual brand or 
model selections should be a staff decision. 

Staff should research the advantages and benefits carefully before pro- 
posing major equipment acquisition. An often overlooked area for research is 
the job description area^ Staff of councils having only an executive director 
and a secretary (which are the majority) should analyze this area carefully. 

For example, the theory that says "the most cost-effective means of 
assigning work Is to assign It to the lowest salaried staff person capable of 
performing the job" may be a key selling jMint to councils v*ien they realize 
that the executive director is hand tallying a survey because the secretary is 
busy collating and stapling papers* A copy machine that collates and staples 
frees a secretary to enter survey data into a computer so the director can 
analyze the findings* 

The increased requirements of state councils mandated by the Perkins Act 
are causing councils to take a hard look at how their offices function. T^e 
result has been an upgrading of equipment. 
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COUNCIL MEETINGS 

"ThJMi^''\°* ^-''''1"^ Vocational Education Act; Section 112 (c) states- 
o^thl^i.P ™«*^"9 • • • Shall be proitded L the rules 

express views conyj^g^lS^ ^^^1^.^%^ |? SfH^ll!^ 

Regular Meetings 

Number of Heetings 

functions ofT^^^i^iiir^i «e^5^lv^c^':\^^e";e^':^e^°.^^^-^-^ 

Meeting Datej 

vm^Tt^^^ ^h"!^"' 3 prt-establlshid day of the week and 

Katefhlvl ™"ces fSl?7Lhe5ulS"^Ln?lf°*' ?f^«^= guests. Ot^er 

XSofher^-SIll £ 

miers' tal^da?s. "^^'^^ ^«"^ °" the dates available on council 

oSlroSSs."'-'"" """^'^ coSncl"v7s^bl]l?y to 

a meellnnih^lf'loLllsLsslon'anr-^ res^nslbll Ity. Staff .ay propose 
should occur iach ;ear! rSe abll t5 o? J.^n^fP"* S" ^^"^ scheduling process 
council meetings ihoSld be carefl fv confJi^rin "^fl" '° be available for 
uled^wea^and „.et1n«s to t^^i^m.^ nuXrV^t 
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Meeting Location 



J variety of meeting locations are selected by the states An BK^mnti^i 
consideration in selecting nesting sites 1s accessibility trthetanlicappeJ 
If during a meeting the council and its guests will ba tourlna facilities or 
vf3ualllhS'?^";9^^t lodging, provisions to accommodate special need "o^ indl- 
thf onhnv^in fJ f ^^^'^ invitations or standard- meet ng notices to 
dlliSn^iflf S^'Saffi''^ "^^'''^ accommodations for hanlicapplnl con- 

fer ree^?ngs? ^^P^^^ of locations frequently selected by state councils 
0 Council office 

0 SchoolSj vocational centers, and so forth 

0 Community college and university campus 

0 Privately owned businesses 

0 High-tech industries 

0 City OP county offices and facilities 

0 Hotel/motel meeting rooms 

0 Service Delivery Area (SDA) offices and facilities 
0 Government (state or federal) agency facilities 

Moving meetings around the state will help to equallie travel distances 
for members. Having meetings in different geographic arels o? the sfaJe 
increases accessibility to the members of the public who may Li sh to a«e 

11c fac11lti^f.^S"n^«^."^?- -"3 fPacf influence location decisions. Pub- 
lic racinties are generally available at no cost. 

Itv !nr^In?. ^"9J In schools or private industries may provide an opportun- 
pria?e .eSor tSn5n' facmties and observe vocational educa'tion Sr 

private sector training first hand. It may also be conducive to hearing from 
Seeds ' education or the business community about their training 



Public Meeting Laws 



n,^PtSS«e 1 *° knowledgeable of lav« pertaining to public 

S "-^"^ may require special meeting notices to the public and the 

Tnmit' SJ??" ava lability of the agenda, minutes, opportunity for puJlfc 

f action nans, or other procedures requiring careful 
attention. (See also the Public Meetings/Hearings section of this chapter ) 
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Preparing the Aganda 

tior^f^^l^l^Um^''' '''''''''' -3*"^^ supplemental infonna. 

° usually drafts the meeting agenda and then discusses 1t with the 

uidir. In drafting the agenda, review bylaw requlrenents, previous 
minutes and agenda, committee and ad hoc committee minutes, and plan of 

0 Include an oral report of conferences, committee participation and 
fcfiw4f.l'^i'" f """"" These may Include reports of 

w^rks fn , °r agencies and organizations with which the council 

worKS in a liaison capacity. 

0 Identify agenda Items as (1) information, (2) receive, or (3) action 

i w @ n S c 

° a statenent concerning each agenda Itaii to clarify expectations 

of council members or remind than of previous discussions. 

0 Identify council person (or ccsmmlttees) responsible for agenda item. 
' tlaJ counclfm^mSersr ^"^°T^^"9 P^^-^ons other 

" iame anrrelpoSf jSllfJy!""'^"' ''''''''' °^ -^^-'^ 

0 Note time allotments for each Item. 

0 Leaye space for note taking. 

0 Number supplement Information or reeting materials to correspond with 

. fS?o™tlSi r&udS:' *° '''' suppl^nental 

° lfSr"?eI"^°"r"l°," related to the meeting from meeting Infonna- 
Surl^g ill?f?|?onl!f''' '''''''''' " ^"^ or highlight 

° iSiiln - « ^« original 

° tiJes? af hlfllnMn^'^^?%'l^^- recommendations (or suggested alterna- 
tlves) at beginning of Infonnatlon material. Note source of recom- 
rrSSldif" suggestions. Indicate on the agenda that these ape 
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° dlyl I'f Advance. Infomatlon to council members at least 10 

0 Note that supplerentaT information Is available upon request when mall- 
lal ^ 'f-^-f *° individuals other than council ^mberS (cosfof ™It- 
showlno tSffiSi""^ 5* prohibitive) or prepare a summarized agenda^ " 
Showing the topic and presenter only for mass distribution. 

° JSterfairfnfr^Hf fn" ^^«"able for guests at the meeting. 

Materials for individuals who attend regularly should be prepared with 
their names or agencies. Information of the council is public Informa- 
tion (except for specific information related to personnel ma«ers)™ 

Conduct of the Meeting 

ni,.!?^*^ council chair brings a new style or flavor to council meetings 

exSiS lr,^°^t^.fl ^" ^^^y staff a™ what they 

expect from staff concerning planning and handling council meetings. 

^r^r cmncU meeting, staff should "walk through the agenda" with 

the fair. An agenda review will help the chair to antidplte discussion, be 
knowledgeable of each topic, be able to direct questions, and keep the meetina 

aSendl*frI;''If P°*^"^1aT bel's controversial will be^n thl 

agenda fran time to time. In some cases, the controversy will be among coun- 

nlLT™*^'"^* - "SfS* controversy may come from the audience or from a 

?S pleSflu " responsibility to apprise the cjal? of 

a.jH<En^«^"*! '''^^ varying policies and practices for participation of their 

L clear to mi^^^r P°"^^«^ practices should 

Ing fouri ^^^^^^ guests. Most state councils follow one of the follow- 

o Only council members participate In discussion of the issue. 

0 Council members discuss the issue, but ask for comments from guests at 
a designated time. 

0 Guests actively participate with council members In all discussion. 

0 Council members discuss the Issue and invite specified guests (usually 
presenters or resource people) to comment, cite their perspective or 
answer specific questions, ' 

Committee/Member Reports 

Prior to council meetings, staff should review the agenda and ccmmunicate 
+11 "^''^C^ 2C committee chairs who will be making reports. The Durnose of 
l^^ri i^w'vJ^" H to clarify time frames, toplcl. and dwumenls^o^be prL 
sented. as well as to offer assistance If it is needed. Staff should Inquire 

42 



48 



inc^udld^*^ " ®' supporting materials 

Inc uded 1n retting picktts op about any sptclal arran 
visual equipment) that may be needed, t"**-'*' a^ran 



that may be useful if 
gements (such as audlo- 



Presentatlons to the Cound 1 



used tfa?comJl1sh Jhl^ X ?»Lr%l":;S'''J- " ""'1^"' °' "rategtes may be 

0 New Infonmtlon 



0 Clarification 

0 Data^ facts, figures 

0 Progrtss report 

0 Restarch or study 

o Reaction to another report 

0 Pros and/or cons of an Issue 

0 Discussion with mmbers 

o Viewpoints 



.embS;!^^^d^s^^l m ms^n^^^,^ ^?,irr^» 

entfrely of'eSScators '^"sllonily. win%"^'1ha^'an""'" 
i;!j^r{e^r'«^ P^^tseeondar^^'ulJSfirdkl^y^d^ra^IrJSSir^^ 

and JSfo?,;allin1lfa?;riSlK|i,1ine'''ti^^ activities 
two-sided Issue and the council dp?ft :i^h *^\t°P^= multl-faceted or a 
meeting, the presenter sSSJl 5 L^lnJnnSH ^l^'^^^^ ^P^rtion of It at a previous 



perception the 
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council is setklng. For example, does the council want the presentep to 
address a topic In terms of identifying the problan or presenting possible 
solutions. If a presenter begins by saying "I'm not sure what I'm supposed to 
be talking about," chances are that staff failed to fulfill Its 
responslbll Itles. 

Preparation of topics or guide questions can be handled In a variety of 
^t^l' ^^^^^ T"^® presentations to the council must have a purpose 

that relates to the council's overall plan of work so It can assist the coun- 
cil In fulfilling Its responsibilities. Programs that entertain or are simply 

interesting have no place on the agenda. Presentations that are not well 
planned In advance will appear to be "just Interesting." In preparing pre- 
senters, consider identifying topics or Issues the presenter 1i to address by 
the following means: 

0 Staff can prepare a 11st or Identify questions and discuss these with 
the presenter, A follow-up letter should reiterate the points, 

o The council committee that Is seeking the Information may identify 
major points needed In the presentation and request staff to communi- 
cate the Information, 

0 The council may Identify the major Issues and ask staff to relay their 
Interests and concerns, 

0 The council adopt a procedure such as "the interrogator panel" 
(Ohio) or reaction panel who win develop a list of specific questions 
to ask thp presenter. Presenters should be made aware of this In 
advance and direction must still be given to the presenter. 

The latter suggestion Is very successful with presenters who are known to 
stray from the issue. Controversial topics can sometimes best be addressed by 
state employees when this method Is used. 

Staff is responsible for writing thank-you letters to presenters, fending 
copies to their supervisors, superintendents, boards, etc, helps to create 
positive public relations for the council. 

Meeting ev aluation . A simple evaluation fonti that can be used for council 
meetings, committee neetings, or other council activities may provide staff 
with Information about the organization and administration of the event. It 
also may help staff determine the maiibers' perceptions regarding certain 
Issues. It needs only a few short questions, such as (1) What was the most 
^ie fhl^JSf"!^ ^*?" lodayji (2) How should staff follow through?| (3) What 
was the most Important action taken? • and (4) What Infontiation from the meet- 
ing should be referred to committees of the council for further study? 

Meeting attendance . Staff should pay particular attention to manber 
attendance at meetings. If the average attendance does not fall within the 
U-13 per meeting range, staff should try to determine why. The age-old adage 
busy people will find time to do what they want to do" holds true for council 
members. 
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the council 1s accompli shiSg I^Sh'Sg. "sv'ns a sense that 

'ngs as well as council meetinas lTfhl! '° P='^''='P««s "< connilttee meet- 
reetlngs can be conductenulJkLtfth S?', '° Committee 

and grlatly reduc23 t?™ a3ay'frin,1S2 Sf ce" 'SSSc 1 ^^J'/""'' 

f'r'.^=:^eSJSs'!'nJ: i;%ire"rr 0%' ?!;rL?"'''V'™ '^^^^ 



Teleconfer- 



Publlc Meetings/Hearings 

Most^™„1rir5se°U'U™'S:aM„S*"L™f '5' ' P""'" -"■"Ing." 

ce™.la?nr ?f sffl-^^^^^^^ 

trnii'iy'Sstsr'"-'"' t\'?rfoi5t"itf;c^2.i in^isrtr'jjL 



Planning 



ing rsTorparircSiVr?;?:;„?irnr sctir ■"jr^.^^^^^"'"^ ^^^"^ 

fruJSJu?MsM M^^^^^^^^^^^^^^^^ 

JKo^^oSSniJIal;:/""^^-" 

sh.u?d""e"r,a'rl?Je°?tn'^' fn'oM™?','? ^n°I'' ' "V." P"'-P°» 
Input in relatloi to thfcolnjtj's tiLJihf.i'^H^ J''- ""^""^ maximum, quality 
Although the major work load ^InJ-.f^frJI'T' ff,"^'™' 'heray, and money. ^ 
members should be lJ?Mns1caI f Tl^lf f ""' "1th staff, counin 

hearings. intrinsically Involved In establishing objectives for the 

■■not'Ls5%ra;^oSr?s??ii=^'°trnrii^n'jia?°3";^r" ?; '^f^^^^- ^ct for 

lUtle value. The public he.'rVnl c"'\rr;;-thrc%uT?|^=s";' jtfaMS^'jr^'" 
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mechanism for carrying out Its plan of work If It Is oart nf i-h^t- „i 

purpoill-^ hearings or meetings may be designed so as to fulfin the following 
° fn^gliS^a? ^^^^ ^ow the public views vocational education 

° JoUllola? ISjiSoi"" ''^^ ^^^^ • ^«9n«nt of 

0 ^slstlng the council In collecting Infonnatlon that will be helofui in 
carrying out Its plan of work, mandates, committees activities! etc. 



0 
0 



Forming the basis for determining future council Initiatives 

Assisting other groups who work with vocational education In collectlna 
Information and seeking solutions toiiecting 

0 Being Informative to those who attend as observers 

topics. By doing this, the Information becomes more manageablfand usable! 

segnJnt-oJ llmIlt°S?^"Jf response from the public, the hearing can have a 
segment oT time at which the general public Is uraed to addpe«« i?c 

Irtlh Its vIewL ^senda when the public can address the coSncIl 

qener^af aulJllin« 'Vt open-ended. the council may wish to establish some 
general guidelines, such as asking participants to address their concerns and 
interests by including Information such as the following: ""cerns and 

o Identify the concern or recanrendation. 

° of positive ?esum)f ^'"^ ^^""P^" °^ 

0 Discuss or describe "what should be" (desired outcome). 
0 Suggest possible solutions or expansions. 



dec1dS''bv'a5Hnr%hr'r,7'^'^'' " deteramM up front may be 

0 What does the council want to have addressed? (topic) 

0 Who should address It? (audience) 

0 How should It be addressed? (format) 

0 Where should it be addressed? (location) 

0 When should It be addressed? (t1me/date) 

0 Why should It be addressed? (use) 

tlon is not given the fooiJ ".^^ Relates to the others. If proper atten 
Intended. A b??e^ Si session and mtinL™! *fJ* ^ different direction than 
these areas follow. listings of alternative options for each of 

Tpplcs 

endlS! 'loL°«larPor'sl?el"nS%hos:'?"? ' ^"'"^ ^^"^^"9 

need for a public hearlnq emlrari tJSn n-^-"."'"^ "5^^"' • l^ually. the 

establishes Its progr^ If "'"^""^^ committee planning or as the council 

Object fve"'str^r^|y 'want *JrS^ I?" ^« ""^ the council to reach an 
council as tSerdetlirnf sJrateoL. 1^^^^^ ^pubUc hearing before the 

council asks iiaff lo desiarthf slrat^oir;^%\'"9 °Wtct1ves. If thr, 

ful of Its usefulness I review S ^"P' ^'l*" !**^^ ^^^^l wa"* to be mind- 
Its c^mittees ^i^nUifT^s^^f'^Jlt^^^^'^ Of the council or 

POssiJiriopfcs'ir issuefas^delro'l/"''^'^ ''''''' "«king 
that follow may be ulefuf A Lbm he^rf^" some of the resources 

helpful in identifying future isslll 1"9 o^pmzed around this process is 
Of using the ^^^rikVf^tr^'m^,^^ 1-tead 

Resources for identifying topics Include the following: 

0 Staff could Hit pertinent issues as suggestions to the council. 
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0 Councn committees could Idintify topics aligned with thelp planned 
activities, 

o Recipients of council advice and reports could be asked to suggest 
topics for public hearings that would be useful to them (I.e. state 
board, governop, JTCC. educational community), ^ ' 

0 Council might compile list of possible topics fpom which to select. 

0 The council's plan of wopk might be reviewed fop appropplate topics, 

0 Mandates of the Perkins Act to the state council could become a peptln- 
ent hearing topic, h 

Altepnatlves fop organliing the council's choice of topics Into the pub- 
lic hearing process may take any of the following structures: 

0 Open Topic. Participants address any topic related to preparing citi- 
zens for anployment they wish to discuss. 

o Specific Topics. Ttie council Identifies a spaclflc topic about which 
It wishes to hear the vlevra of the public or receive Input from the 
public, 

0 Multiple Topics. The council selects more than one topic or Issue, but 
stm provides papameters fop the hearing, 

0 Combination. The councn may choose to have the morning session of the 
hearing focus on specific op multiple topics and have an open topic 
session in the aftepnoon, - 

« i5*-°*'^^*^5J?""^r^ °' * possible heaping topics. These items 
would need additional claplflcatlon to detenmlne If they were to addpess 
policy OP admlnlstpatlve process or simply be Informative and Idea-generating 
1n natupe. They ape presented to suggest the potential of scope, 

0 Employep satisfaction with vocational education gpaduates 

o Deslped worker characteristics expressed by anployeps op supepvlsops 

0 Coopepatlve ventupes between labop and vocational education 

0 State bappleps to local coordination and/or delivery 

0 Apprenticeship ppogpams 

o Vocational education In correctional facilities 

Accesslbnity to tapget populations, paptlcularly handicapped 



o 



0 Exemplary Initiatives serving targeted populations 
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0 Enhancing utnization of facilities 
0 Special funding needs 

o Labor's benefits from vocational tducatlon 

o Services and activities not provided by vocational education 

o Inservlce education needs of teachers 

0 State plan for vocational education 

o Success stories of vocational education graduates 

0 Governance 

0 Single parent programs for teenagers 

o Integrating academic skills and vocational education skills 

o Cooperative Initiatives of special education and vocational education 

Q Parental views of vocational education 

o Graduation requiranents 

o Tracking students 

0 "Creaming" 

0 Improving vocational education and JTPA coordination 

o Facilitators and barriers to partnerships 

0 Bnployer expectations 

0 Vocational education's delivery systan 

0 The workplace In the year 2000 

0 Literacy 

0 Vocational education's responsibility to the adult worker 

0 Vocational education's Image and credibility 

0 Benefits of private sector involvement 

0 Serving gifted students in vocational education 

o Licensing regulations 
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o Stati-of*t he-art naeds of various occupattonal lervlce areas-- 

agrlculturis horre economics^ builnesss Industrial educations health 
occupations 

0 Impact of vocational education student organlzatloni on leadership 
deval opment 

o Innovative techniques for teacheri In service 
o Use of local advisory councils 

o Vocational education's role In economic development 
0 State's use of program Improverent and research funds 
0 f^eded model programs 
0 The changing work force 
0 Dropout prevention 
0 Updating equipment 

0 Acknowledging academic skills In vocational ediKatlon's curriculum for 
credit 

0 Career educatlon-^when do vm begin 

0 Distribution of state and federal funds for vocational education 

0 State's plan for educating and preparing Its citizens for employment 

0 Educational basics for high technology 

0 Career guidance and counseling programs 

o Use of Individualized career plans 

0 Competenc -based education 

0 Incentives for private sector Involvement In vocational education 
programs 

0 Urban and/or rural -based problems facing vocational tducation delivery 
0 Vocational education's role In worker productivity 
0 Impact of funding cutbacks 
0 Uses for Increased funds 
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0 SDA utnizitlon of educational prograns for delivery of JTPAsirvlceS 

o The pole of secondary aducatlon 

o Teacher preparation prograns 

o Status of vocational education- s curriculum 

0 Role of the state board for vocational education 

0 Program articulation 

0 Impact of declining enrollment 

o Vocational education's ability to provide a well preparid work force 

0 Management trends in the work force 

0 Industry-based training 

o Improving the vocational education delivery systan 

0 Serving pocket areas of the state 

0 Transfer of credits 

0 Advanced placements 

0 Perceptions of vocational education by fomer students 

0 Educational barriers to quality vocational education delivery 

0 Education and training systms needed to keep pace with thechanginq 
world of work 

o Vocational education's contribution to excellence in education 

o Teaching empl oyabll Ity skills^ work ithic, job leeking skills 

o Coordination of programs and services for adults 

0 Vocational education's role in preparation and support of entrepreneur! 

0 CoRimunication between PICs and local advisory councils 

0 Unavailable services 

0 Emerging occupations 

0 Open-entryp open-exit delivery 

0 State taxes for vocational education 
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Audiences 

The audiences bilng sought by s«ate counclli to ppeient their views to the 
council vary frm stite to state* TThe focus of the hearing willg for the moit 
part, dictate th% audltnce. Sortie possible audlgnces from which to solicit 
input follow. A cmblnation of sevsral may be desired. 

privata Sector Audiences 

0 Organ lied labor 

0 Small businiis/lndustry 

0 Large buiinoss/lndustry 

0 Bnployers of former studtnts 

0 Local advl sofji council mOTber^s 

0 Employers who have not empio^^ad vocational ed^atlon graduates 

0 Olslocatad workarSs wrkeri Vmn need of petralhlng 

o Displaced homimakers 

o Persons CTployed In nontradltalonal wrk 

0 Entrepreneurs 

0 Selected Wbrters (l.e*, perio^nnel dlriCtors* line supervisors^ training 
managtrss cEOSp union repres^ntativeSj ipprentlces) 

o Targeted popylitlon workers { :i.e,, repriseW^^j minorities* handlcip- 
pedt 1 1ml ted English ipeakingi^s women) 

o Trade and professional assofl atlons 

o Job-specific businesses and/^«r asioclationi (Ue., manufacturing , 
health care, food services, amgricul turtj sacratarlal) 

o Bnployers of such targeted po •pulations is handicapped minorities, 
women, former Inmates 

Educational Audiances 

0 Vocational education teachers ^ 

0 Vocational atation director -s, departmint chairs 

0 Administrators, principalis % uperlntendints 
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0 Guidanci and Counselling personnel 

0 Special education teachers and administrators 

0 Local School boarcl i»Tambers 

0 Educational assocut -ions (I.e., vocational education, tiichers prin- 
cipals, suptrlntendiLTnts, local boards) 

0 Silectad levels and - 1;ypes of Instruction (I.e., elementapy, sicondary, 
canmunlty collegt s/ps ostsecondary , adult, higher education, corrections 
career educator*!) 

0 Tiacher educttori 

0 Academic teacherip ippDeclal program teachers 
Public Pr ogram Audienc e^ 
0 JTPA personnel 
0 SDA staff 
0 PIC members 

0 Employablllty secuplfey 
0 State OICC 

0 Child and family serv^lces programs 
0 Rahabllltatlon 

0 Economic development programs 
0 Human services agan^l^es 
0 Corrections 

0 Urban development, rura^al development 
0 City and county goverrwiment officials 
0 Social workers 

0 Parole and probation officers 
0 Alcohol and drug abgss personnel 
0 Police officers 



Conwiunlty and Special Intertit Group Audlencei 

0 Economic developmint councils 

0 Chmbers of commarce 

0 Raelal/ethnlc organizations 

0 Handicapped services associations 

0 Single parent groups 

0 Civic organizations {1,e,, Kiwanis, Optimist, YMCA, YWCA) 
0 Taxpayers* organizations 
Student Audiences 

0 Vocational education students and fonnar students 

o Vocational student organizations 

o Nonvocatlonal education students 

0 Dropouts 

0 Dropouts who have returned 

0 Students by level (1*e,p secondarys postsecondary ^ adult) 

0 Inmates of correctional facilities 

o JTPA participants and completeri 

0 Rehabilitation clients 

0 Handlcapptd or other special needs vocational education students 

0 Nontradltional program participants 
Parental Audiences 

0 Vocational education students and former students 

0 Handicapped children 

0 Minority 

0 School services, advisory or ad hoc stixly groups 
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In soliciting participation by the deslrid audiences at public hearlnqs 
l>,tll ^ W^^^^ of strategies that can be used. Special care needs to be 
ItT^ t° 'o^^^f Presenters whose views are afready known and cor re= 

spond to counc views or that follow a single path. To avoid this potentlll 
hazard, the solicitation of presenters may be best If it Is decentralized m 
?est1ff'1he1oun'en°"'' J? ^''^ sole source of InvUI ng IndlJldulu to ' 
aboJt It be able to do this, but they should be cautious 

An easy way of decentralizing the process Is to Identify the desired 
f^mw^K.^"? *o a"^" ^" providing names. A variety of resources 

l5uca?lon fnf iTPa-'' a hearing Is being conducted on vocational 

hnth r?*-^^^ coordination, the council would want nmes suggested by 

both communities. Who assists will be determined in part by the hearlna toolc 
and audience but some possible resources who could suggest namel may "elude 
personnel and mmbers fron groups with whom the council has a flaTson rela- 
bers ltii%lA^S**L-%4"^'°" Relationships), local advisory council mem- 
aloS' J JTPA or education personnel from the program In the geographic 
area of the hearing. CEte. organized labor, community and civic organizations 
in the area, and trade and professional associations organizations 



Format 



^ M\ 2r^"9 initiated, a format needs to be selected, 

fill Jh»®Ll5^"> it flexible 1n order to select a format that will best ful- 
format^ council. The purpose of the hearing may detentilne Its 

0 Prepared Statement. Participants prepare comments In advance. (Some 
councils require copies.) The presentation Is given to a hearing 
panel. Time frames are usually set in advance. 

0 question and Answer. Announce questions the council wishes to have 
addressed In advance. At the hearing, the panel states questions one 
mLl S"i Pa'-n^^P""*" a^^''«" question In a queltlon-insw?? 

«rtl.i„,ti P"^l *° P''^^^ questlons-and Invltes^ore 

participation. People may also submit written responses. This format 
requires a high level of skill and knowledge of thfhelMng panel! 

0 RoM^Mle. TTie hearing panel Is seated at different tables throughout 
the room. Participants engage In roundtable discussion of various 
issues. Each hearing table may hear a different Issue, or Issues may 
be given time frames for discussion, it may be difficult to taoe 
record these sessions. Staff may need to be JroviSed for Sote taking. 

o ;"f!^;fr^^;;f/t^Htten. A questionnaire or written testimony may be 
used to suppl ement any of the above formats. It provides the council 
with an opportunity to hear from those who do not'wl sh to prepare Ind/ 
SLf^f""? f public statement or who are unable to attend. It provides 
additional Infonnatlon that Is easily quantifiable. 0?!en. tSe'^cwncll 
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I^^t^J^'Th*^''" ?° collect, but does not want to limit cm- 

™lutlln. " aPPea''<"S ^" Pef-son. A questionnaire may be the 

allonpri^?h * P"'*^*^ ^"''^"g sf'ould be carefully 

Thl^SfL^*'^**?^ audience the council Is attempting to reach as part cloants 
Jtv fnr%?f * '•eadlly accessible to the handicapped. Ease of'^accesslS?!-' 
Ih-^ iTJ^^^ participants and the general public Is also important sit* 
tSfvfna'Efi'S^r^S H*'* ^ the%art1c1pants! pfr ex^plefff tSose 

^^lUe^Ih^. w- ^duj^cs, an educational facility would be suitable. Sml 
points that may be useful when considering a location follow: ^""^ 

0 Centrally located, geographically, for the area the hearing Is planned 
to serve 

0 Facilities well known by area residents 

0 Facilities that match the audience 

0 Large enough room to accommodate observers and media personnel 

0 Easily accessible without need for a nap 

0 Room layout conducive to a "come and go" audience 

0 An area for the council to display handout materials or other 
Information 

H«> >o«''^counc11 has seven or eight public Hearings In a year (as several 

stke !ounc 1-mS^Slr^ geographic loc^lons of IJe 

r«^mf;i.«f" r r "embers from those areas may serve as the "local coordinating 
COTmlttee and may put together other local committees to assist/ Guidelines 
?hf^i/r-^*^^°r^"*?"*"" ^^^y onlj' P'-ovlde direction, but also a 
cl! 5 5? ""^^ *° To some extent, guidelines will hel| to 

laS^ltlblflty"'* - " " infomation gathered win have better 



Time and Date 



.iH.J^5 ?"^^®r^f,r^ council Is ., ..k1ng testimony needs to be con- 

?abl^1roLf hf "k'I;'^ * • ^"^^^^ P^'-^n*^! 9''°"PS. st Sent s' and 
labor groups have better attendance In the evening hours. Breakfast sessions 

Sni-'y"^3""°K heaflngs have been successfyl for some councils THp hp^t 
fomats for these have teen the roundtable and°5ulit1on°aSd answer fomlls. 

the °J climate, tbe cold, snowy season Is generally not 

be in altel^fr^ ^ *° f?^ hearings. The hearing panel may not be able to 
be in attendatice when participants can be. If the council Is seeking audi- 

^ol/dMellU^s: °' school'IrrSlnerally 
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Topics being addressed should be timely, ^1s creites Interest and sparks 
attendanct* If educatlonaT groups * boards, and other groups are all conduct- 
ing hearings on ^pular topics such as graduation requf ranents, the topic mav 
be timely, but "overheard,^ i.-Hi^»-^jr 

Topics that will bi of obvious inttrest to the governor when the legisla- 
ture Is in session should be scheduled enough In advance to allow time to pre* 
pare the report but not so far in advance that potential participants fall to 
see Its relevancys 



Use 

Use of the Information gathered at a public hearing has already been dis- 
cussed as It relates to selecting appropriate topics, formats, and audiences* 
but a few other points are In order. 

As public hearings are designed, how and to whom they are reported should 
be carefully considered. If information will be categorized for quantitative 
reporting, the hearing structure needs uniformity. 

Some thought needs to be given to anticipated publications that may be 
developed to report the findings. For example. If direct Quotations are 
desirable, tape recording or written testimony may need to be built Into the 
design of the hearing. Persons who testify generally mnt to know the dis- 
position of their efforts, Tliis should be made known at the hearing. 



Organizing the Hearing 

A great deal of planning and preparation goes into a public hearing. 
Even though council menbers tend to take an active role in hearings the "leg 
work In preparing for thm lies with the council staff. Once the purpose and 
the six major factors (topic, audience, format, date and tlme^ location^ and 
use) are determined, staff can proceed* it is the council 's responsibility to 
make these decisions, but It is the staff's responsibility to carry then out. 
For example, staff win secure facilities, write letters of invitation, pre- 
pare guide questions and topics for distribution, design publicity, secure 
media coverage, and take other actions necessary for conducting the hearing. 

A local organizing committee may be very helpful, particularly If a coun- 
cil msnber is In the local area. Local committees can suggest and secure 
facilities, talk with media, provide publicity, and offer many other services 
that are difficult from the council office. 

The following list may be used as both a checklist and a listing of sug- 
gestions that have been found to contribute to successful public hearings for 
state councils over the years. 

Hearing panel. The hearing panel should be composed of council mmbers* 
If a local or oTher state agency Is co-sponsoring the hearing, they should 
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CoUficI] stiff. Staff are not members of the hearlna oanel rt ic imr.„,. 

advist theparal pe^ibHc and the business COTraunlty. efforts to 

DI^Elayriis. Because of the usual large audiences of ob^mrvi^f^ i-h^ 

Jloh InfSK^n! ^PP;^*""**^ counlll'?rd{^SmlJat?fS'pu5l1?L 

papers fZir^^^l^^'^ ^«^»«^ ^^^^ « °f 

papers on a chair at the door, should be provided, 

Mg;e and opente ng remarks. Local personnel may wish to have local lead- 
ers ejc tend a welcome to the council and its guests The oanei ehaiP or™.H 
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perfonm and carry out its r— ole and function, and how the council plans to use 
Input ppovlded, 

A clear description of ^he process selected for conducting the hearing 
should be given. Time fran. es should be clear and ejcpectations of observers 
Should be stated. The chai r may wish to Indicate at this tire that staff are 
available if a presenteP wa nts to show additional Information after the allot- 
ted time has been used, Th«ese may need to be restated for later arrivals. 

Staff should prepare th« panel moderator carefully. A clear listing 
describing the process should be written out for the chair to use in opening 
remarks, 



Introductions , panel iii«iibers, council menbers and staff should be Intro- 
duced. TherTOaerator should point out how these Individuals will be available 
to assisi*. throughout the da^. Local committee manbers who have assisted the 
council should be introduced and thanked. If the audience is small, a quick 
around-the-rootn Introductlor-i session may be helpful, particularly if a discus- 
sion or participation In question-answer sessions Is anticipated. 

Hospitality. Coffee, tea, and soft drinks add a gesture of hospitality to 
the hearing. Local comniltt^es may be able to arrange for sponsorship, A sign 
on the table plus a public tehank you are both necessary. 

Room arrangements. Persons presenting testimony should present it to the 
panel. Microphones should fae set up so others can hear. If it Is possible to 
have presenters to one side and the panel to the other, this arrangement may 
help to have both in view of= the presenter. The most popular arrangement Is 
for the panel to face the ai^dlence and the presenter to face the panel. 

Reporting to members. h«embers who served on the hearing panel should 
report their findings to thte full council at its next regular meetings. Staff 
will want to note any condtas slons or suggestions offered. 

0 If hearing topics or questions have been Identified In advance, these 
should be prominently"- displayed or distributed. 

0 A schedule for presen-^atlons should be made In advance. Persons testl- 
Tying should know 1n -advance so they can plan their work schedules 
around this. That is why adhering to designated time frames Is an 
absolute must, 

0 At an "open" hearing ^hen the council does not know who will be pre- 
sent, the most populaw process is to hear testimony in the order in 
which presenters s1gn«ed up or to have a sign-up sheet with time slots 
identified. 
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ADMINISTRATION AND OftRGANEATION OF COLr miL AcTlVniES 



orefur^hnN^hnr^i" of councWl activities mulcl be dl fffiolt If s.ome 
thiTrln ,, % «1th good mtson relat oSsllsca.. ta» 

A very simplistic description ifcnay be to nm ti-im council as th- 
dJc1slo^5 h.SiT;"'^'.,?"'', nlstenng effort! that help tS.Mnc(l m& 
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logrdl nation Activities 
for ?hf 5^iai.%SS?tiS| ;K responsibilities af the council 

would be an impossible isslqnrent fo? cSmcii eJlJl iddressing each mandate 
through contrasts, and tSpo^siblfbSgel " requlst* '^l?eff.^* T "^"'^^ . 
m.tm mandated res pons ibtlities must 5l careluiiy'cal^uflted * 

InfoHMtlon can easny t^^^ additional 

responsibility for asLsli SSlS to the council's 

gran,s for tarfet polu'acS.I?^?? S^fc^^ Sr?"liri^iJ^s]l^r?lbr- 
concerns, policies fa^ *tr™gthening voc atlo^^^J^lii on!' andean? others. 

Managing the inforiTiation gathered sn*^ bringing it to the council 
tion are staff functions, ffendated rasp^nslbilitles thft Jf^^J^h J*®"" 
state-driven initiatives Mtmrm 1lL?G^2« S through 
those that are dasiJnel tSr^Je'ml^e^Se'f'" ' ^^^^'^^^ Impaet than 



Counctl manber reports of their inyo 
patlon at Stat© and natfofiii conferencei 
deyelopTOnt councils^ ^nd ottiar acttvUii 
ell's report pertaining t©pc1flc mandi 
should be a purposaful ptrtof the counc 
do not contribute to h^lpi^gthe council 
reassessed for possible dfmtlnuation 
located In the chapter^ or liaison reUt 



vement with liaison groups^ partlct- 
. and wor* with local PICs, economic 
iS should also contribute to the coun- 
ttes^ tetlvltles of this nature 
I's plan of work* If such activities 
TOet its mandates j they should be 
r redirecting. Specific examples are 
onshlps and council memberships* 



JDlillhilnatloa ^Qf^ Infarmatlon 

The development of gocKj railing liat« 
is a never-ending task, 1*1 rail Ing Us* 
sections so it is us«fol l-stiraetiBg sp« 
ences. The lists cateSory should be ie 
updated, Kiteping ttiese uwatid will invol 



Officers and personnil cha„pure made/tet,es« ^eHo^e noied 



for receipt of council information 
should be categorized into different 
:1f1c Iflformation to specific audl- 
bel«d as to when they need to be 
ve the entire staff. As association 
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0 state Department of Labor 

0 State headquarters for AFL-CIO 

0 Library of Congress 

0 Governor's staff, press secretary 

0 Official state newsletter 



0 Officers of state's student organliatlons 

Gettlnn council publications and Information to the public or to the audi- 
ence for which they are Intended can be done In a variety of ways. Mandated 
responsibilities for "reporting to" make this an essential activity. A revlev/ 
of suggested categories for council mailing Hsts provides some suggestions 
for how to develop the council's private sector audience or Its audience frotn 
the educational community, the JTPA canmunlty, and others. 

Postage can become an expensive Iteii. Bulk-rate postage permits may help 
to alleviate expense although It win Increase handling time because mateHals 
must be arranged In the required order, Mai Una services are an option that 
staff may want to pursue. Service charges can easily be compared to staff 
time and wages. h ^ a i 

Distribution of materials through educational conferences and meetings 
will save a great deal of postage. This win have to be weighed against 
timeliness of distribution and the work of getting boxes of materials to 
meetings. 

Exhibition booths at conventions attended by private sector groups are 
particularly useful when attempting to reach this audience. Exhibit booths 
are expensive. The council may wish to use this opportunity to interview pri- 
vate sector manbers who visit the exhibit to obtain their views on vocational 
education Issues. A small, hand-held tape recorder makes the process easy and 
often attracts other convention participants. If more than one menber Is 
helping with the exhibit, one can conduct Interviews while the other talks 
with visitors if you don't care to attract an audience. 

If the council is actively involved In a variety of liaison relationships 
with other organizations, the opportunity to set up displays or distr'^bute 
council materials may be numerous. Organizing materials and creating attrac- 
tive displays can be done one time and re-used frequently if transportability 

wSSc 4J-^hl-*^ ^''fi^*"! design. Displays' and exhibits are good 

ways for the council to be visible at functions of different groups. Members 
usually want to participate, and It is an opoortunlty for opening dialogue 
with the membership of these groups. 
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0 state corractlons staff 

0 High schools, teachers^ admlnlstratori 

o Local vocational aducatlon departmtnt chain or administrators 

o Public hearing participants 

0 Council liaison groups 

o Comfnunity abased organizations 

0 State trade associations 

o Corporate training directors 

0 Tiachar educators 

o Centers for career guidance, single parent projects, dislocated worker 
centers, and others 

0 Education Service Center managers and superintendents 

0 State Job Traifling Coordinating Council 

o State vocational association officers and staff 

0 American Vocational Association (AVA) boards officers, and staff 

o State Occupational Inforniat1©n Coordinating Committee 

0 American tesociatlon of Community and Junior Colleges (AACJC) 

0 State Education Association's and national headquarters 

0 State principals association 

o State Association of Sctiool Administrators 

0 ^ate Association of School Boards 

0 Women's American ORT 

o Special Interest groups 

o State legislature and staff 

o U.S. Congress and staff 

o U.S. Department of Education 
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Mailing lists for legislators, igenGles, boards, and somt trade and pro- 
fessional assoclatloni can often bt purehased. This may be costly initially, 
but staff timt to write letters requastlng lists and then keeping than up to 
date is also costly. Following Is a sample listing of categories a council 
may rant to Include on their mailing list: 

0 State CoVE members 

0 Past state CoVE members 

o N/CoVE staff and members 

o NAS/CoVE officers 

0 State CoVE executive directors and chairs 

0 State directors of vocational education 

o National Center for Research In Vocational Education 

0 State board of education, members, and staff 

0 COTmunlty college boards, trustees, and staff 

0 Board for higher education 

0 Department of Rehabilitation staff 

0 Department responsible for JTPA 

o State's budgeting agency 

o State library 

0 Directors of vocational centers 

0 Community college deans and presidents 

o Adult education directors 

o Community education leaders 

0 PIC chairs and SDA directors 

0 Local advisory council members (obtain when iendlng membershlD 
certificates) ^ 

o Technical committee members (as required by Section III of the Perkins 
Act) 

0 Wardens and education directors in correctional facilities 
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Staff Reporting 



The expectation of councns related to the monitoring of staff ictlvltles 
varies among states and probably Is affected In part by the eScutI Jfdlrect! 
or's administrative abilities and tenure with the council. Thelfe^pectalions 
win also change as the council maiibership and chair change. expectations 

^««^f °^ administrative authority relinquished to staff calls for 

SOTe discussion. For some councils, full authority to administer Is qiven 
with the expectation of full accountability. Othef statefhave reduced the 
accountability expectations when some members becme more interested In how 
staff approached an activity (administrative style) than whether or not the 
activity vas a success. Single. Isolated events do not always reflert an 
not^Us^niedld!* «t«.pt1ng to reach, so some caution should be 

(2) l^^trii^^l^ ^°?"?>f staff reporting are most common: (1) memoranda, 
(2) distribution of itinerary, and (3) written op oral reports. 



Memoranda 



Keeping council members Infonned can be accomplished In several ways 
Some councils publish monthly or bi-monthly memorandums to all corned mm- 
actiCit^I%'^%nV°V.H h"* Sf 25^^ meetings, committees, research, and other 
othP? fn^. ctl^J-^' ^l^-^ activities may also be incorporated in lieu of 
other fonns of staff reports. TTie memorandum may serve as a calendar of 
fT ^fiould be composed on a day-to-day basis as a collection of 

I^r"*F°" -J^^ f? ^ doesn't have to be devoted to writing the 

included""'* " members sometimes submit Items or reports which are 

Reporting Council Activities 

nf i.VL^Jl°^^^^^™^^J°"^ °^ council reporting Is a written report. The format 

th.\.Jf fjo^ldj""?!"!"* the kind of infomatlon being reported. aSd 

the style should be directed toward its primary audience, siveral schools of 

vaM^.^. fuJ"'? ^" *5f 1""^ of reporting. sSme p^ls anl cons for 

various alternatives are discussed In the following paragraphs. 

fon„!flIf S^"? ^"T* !?j ^Pslqn. Council staff needs to weigh carefully the 
thH^f f ^n'J publications. For the most part, state precedents a^e 
factor when making decisions about typing versus tvoesettina 
printing versus photocopying, one-color versus two-coTorpr1ntfplp?r quail tv 
use of photographs. Illustrative design, and other publication options. Cer- 
talnly, budget constraints must be considered. 

Because of printing costs and budget constraints, staff may want to pre- 
sent alternatives with accompanying rationale to the council if staff is seek- 
ing major change in council tradition. Printing and preparation of publi- 
cations are administrative responsibnitles that staff should handler If 
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Individual mtmbers have strong vliws that could caust controversy amona the 
Xl^l^^Z^ executlvelc^f^L^^r 

opposed to a report that exceeds three to five pages. A research project or 
to'bl effecl vf "'^hS?^ conducive to extensive summarliatlon if it 1s 

f^torsTKt-neld tS'bllons llerS ^^''^'^^^ " -11 as several 

nrnJlr^J' ^'^®*£"''P°f ® ®^ ''®P°''* "'"St be Considered. If Its purpose ,s t- 
provide In-depth review and study, numerous alternatives, or examples short 
report may not be adequate. Sometlmis. a list of conclusions and recom^n- 
co^cluslonsf " "-''^^ "^^"^ ""^ *° understand the basis for t^ 

rnnciLl^H ^ * primary and secondary audience, they need to be 

t^^^;^ "® """^^^ ^" responsibility for recommending 

^fnf S^th^il^"^ !° concerning vocational education's involve- 

ffL SJh "ni^ state board and their staff maj be sa? s- 

fled with highlights of the council's findings, the conclusions the council 
inf^lL^iL^n^^^"^^V^"S J^® council makes.. Members may wish to dlssanlnate 
lla?? l^nP^'^^H-i ""^^ these partnerships caS bnnl- 

tiated, sanple model progrms, Ideas for Improving partnerships, the benefits 
to the educational programs, and a resource list In the report and disseminate 
It to a secondary audlence-the vocational education commuMty. disseminate 

Those who are opposed to long reports argue that they will not be read- 

altlrnatJvTlft^ ' ''"^'^ ^"^'^ """^^^ usef ul In formation f'^An 

alternative Is to prepare an executive summary as well as the full report 

thrr!n^rt®""'flS«Jh* "^^L^^ prepared separately or placed In the beglnnlng'of 
^mfnff ' Another alternative Is to break down the report Into a serlis of 
smaller reports. Costs enter Into the decision. a ser les or 

Typed or typeset. The major consideration for this decision Is cost 

Lse eS^TFfJri.r^ ^^"^"^ ""^^ offer an acceptable compro- 

Tm!% SffPhlc capabilities of word processors that were not previously avail- 
ible for typewritten copy strengthen this position. The major a^gumlnt lhat 

ILI aroea? an'iJ at ff%r* ' "typed" copy'doesloThavelJe 

Ih^ iJPf ^.r^^S*^* council wants their report read. Its publication 

tSe tSeory' A^oara?!*? ^r' '"^'f ^'"^ certainly reselrch sip^^tiJg 
SF* A parallel argument Is that If It is Important, funds should sup- 

f rip??r?i II ^mr^m ^^^^^ ^^^x^^ ^ 

because they probably have to read It a^£ay-re|ird?«s of SIslgn'lr length. 

Interest features. The use of multiple colors, photographs charts 
1^^.^"' "^^^ f-^'dar appeal are adS expenses but 

s£h thanhrusl'or?wn°^nl°"' ivallable. The 1 ayout of publfcat^ns can be 
such that the use of two colors, screens, photographs, or charts. Is limited 
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to a few pages, •mis vrill give appeal, but keep costs at a minimum. Some- 
tires, executive summaries are designed for appeal and the full rewrt Is 
designed to be cost effective, is 

State precedence. The state-of-the-art for goverment publications has 
implicacions similar to those described In the section on office and furnish- 
ings selection. If the practice In the state Is for inexpensive publications, 
this may be the best route. On the other hand. If wel 1 -designed publications 
have greater potential for impact, the actual cost of creating the Impact may 
be less If funds are us^ to support giving appeal to publications. 

Cost factors. Council budgets are limited. Printing Is expensive, but 
there are numerous cost-effective processes that have already been discussed, 
•nie trade-offs must be velghed aglnst the benefits, a-aphlc arts programs and 
printing programs In the public education system or other public Institutions 
may provide services to state-funded programs and agencies. Staff should 
explore this. Timeliness may be a trade-off. 

Audiovisua l reports . Today's technology Is increasing the use of media 
other than publications for making reports. An Increasing Incidence In the 
use of videotape recordings to supplement written reports has been seen. 
These can be effective and can encourage a thorough review of the report. 

Preparing reports . Council staff needs to organize a systan to collect 
infomiation necessary for council reports so it is at their fingertips vyhen 
they are ready to use It, If the council truly dovetails activities to 
achieve a high level of production from limited expenditures of resources, 
staff win need to pull 1t all together. This Is more work for staff than 
contracting with a consultant to research and prepare a report for the council 
to rubber stamp, but 1t more truly reflects the efforts of the council and 
their actual involvement In the deliberation process. 

A council that has been actively Involved In Its own activities can pro- 
vide staff with the direction needed to draft reports. A summarizing discus- 
sion session gives staff a sense of the council's thoughts on an Issue and the 
rationale for their decision. With v«l 1 -organized Information, staff can then 
develop the report with the appropriate documentation used by the council In 
making that decision. This emphasizes the decisionmaking role of council 
members. 



To expect council members to write reports Is unrealistic. They provide 
the content, staff provides the writing. Some council members have skills for 
editing, some have skills for displaying data, and others are adept at phras- 
ing statements to target a specific audience. These are all welcomed compe- 
tencies that can be very useful to staff If the members can give this kind of 
time. Staff should let manbers know their Involvement and assistance would be 
appreciated. 
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LIAISON RELATIONSHIPS 



The Carl D. Perkins Vocational Education Act states^ "coordinate 
^[^^ ' • • ^l^fi • • • Involvement with . . . partnerships'.'/. 

^ff\'^*'' • • collaborate . . . assUt In . . . participation with 
pJaSotfmk?"!"! • • * • ''"P^^^^ve ?o r'!^rli?Sort?;e*of l . . 

Language of thR Perkins Act makts it very clear that Congress did not want 
any segment of vocational education to work In Isolation froS the vocat?^naf 
fnfo^h°." COTmunlty the general education community, the private sec?or or 
any other public sector segments. Emphasis on partnerships 1s abundant as 1s 
emphasis on coordination and cooperation. Language of federal iSd Sate ?eg- 

loilsl?atJSn laniy^!"^ *° ^« J"^* " with itl 

^r-^Vf^y^^'^^^^V P'*"^ f^f" coordination and cooperation Is 

nr™rSl"9-^K the private sector as partnerships for education, economic devel- 
o^ant job training, and social and human development progr ins are btcoling 

I^rSaS'5^h.f^^P^"^f cooperative atmosphere and coordinated ' 

approach Is being created nationwide. 

Experienced council staff believe that to be effective state cnunrn« 
must develop liaison relationships with a variety of opganiial'ons a^^ 
tlons. and agencies fron both the public and the%r1vate seSor! \ese refa- 
tlonshlps will enhance coordination, which ultimately helns to diminish hnth 
unnecessary duplication of efforts and the poten"al- for SmlssloJ/ N^re 
important, they will establish credibility for both the council and Its 

Ultimately, council cooperation and coordination with other entitles ben* 

elpeP^lsf or uJlorl?''? '"'S^'*'- ^J"* ^''^"P^ ""^^ possl„'[nformat"n^"*- 
expertise, or authority for change. They may be audiences seeklna cQunell 

recanmendat ons and advice, or they may have the abliufto cause-or aniourage 
Impl mentation of council advice and recommendations. encourage 

Cooperation among public sector anployees and appointed or elected offl- 
^Sld bl futif^!"^*' ""^^ behavior. To attempt to work outside this mode 



Establishing Liaisons 



council staff manbers usually bring their own style with than to thP 
ir^^"' "^^^ ^" probably a factor in their OTploPmenr Bel ^ are 

some general suggestions that have been successfully used in several s?ate| in 
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establishing. Improving, and malntiinlng liaison ptlatlonshlps with vaplous 
groups and Indlvlduils. Staff should consider their own expertise, council 
preferences, and state itonosphera in following these suggestions. 



Initiating Liaisons 

0 ^nd Introductory letter of self or council (enclose a business card). 

o Ltee Intrcductory letter by council chair (to introduce new executive 
director or council member), 

0 Provide recent council report, newslatter, or other publication with 
cover letter, 

o Make an appointment to discuss mutual interests. 
0 Atttnd an open reeting of the group, 

o Seek a third-party Introduction (by council mmber or other mutual 
acquaintance). 

0 Watch for publicity through the media that may provide a natural 
entree, 

o Volunteer to assist with an activity of mutual interest. 
0 Invite participation in council activities. 



Improving liaisons 

o Focus on mutual Interests. 

0 Participate In an activity of the group (attend nteetlng, conference), 

o Identify benefits formally through correspondence^ requesting further 
discussion. 

0 Determine if a council menber has a cooperative relationship with a 
member and build on that relationship, 

o Find a point for positive Interaction, particularly If the group and 
the council have historically held opMSing positions on critical 
Issues. 

o Be candid regarding the Interests of the council in Improving relation- 
ships, pointing out mutual benefits. 
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Maintaining Liaisons 



0 Review council minutes, pollelei, and staff reports to Identify the 
kinds of ongoing liaison nlatlonshlps that have been established* 

o ^sess the value of existing relationships periodically In terms of 
mutual benefits and expended resources* 

0 Deternilne ways In which relationships could be enhanced. 

0 Respond promptly to requests for information from other groups, 

0 Invite Input from others vrfiere appropriate* 

0 Be punctual with established agreements for coordinating efforts, 

o Be cognizant of how the council can benefit other groups or 
Individuals* 

State^Level Li a1 sons 



Most state councils are located In the capital city* Numerous state head- 
quarters for professional and trade associations^ as well as nearly all of the 
state's agencies will be In the state capital* The list of those with whom 
the council may wish to establish a working relationship goes on and on and If 
caution 1s not taken, all of one's time could be spent developing good public 
relationships* 

0 Priority 1 * Establish yourself and your council with those whom the 
council must advise and submit recommendations* Under the Perkins Act, 
this includes the state board* governor, and the state Job Training 
Coordinating Council* Receipt of the council's advice and recommenda- 
tions Is directly related to the counclTs credibility with these 
groups and Individuals, 

o Priority 2 * Establish yourself and your council with those who have 
direct policymaking authority to Implement the council* s advice and 
recommendations under the Perkins Act, This will Include the state 
board, governor, and the state Job Training Coordinating Council* 
Although councils have no responsibility for reporting to state legis- 
lators, these bodies have authority to legislate actions that relate to 
council advice or recommendations* 

0 Priority 3, Establish yourself and your council with those to whom the 
council must report* At the state level, the Perkins Act requires the 
council to report to the business community and the general public, in 
addition to the state board and the governor. At the federal level, 
the council reports to the Secretary of Education and the Secretary of 
Labor* 
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° l^iFisf • withe's" ^^"''"^^ ""'^ ^0"'- "1th those Individuals 

fnl^O^P^if 1^ cooperation and coordination Is essential if 

SDAs. local advisory councils, teachers, and administrators). * 
Initiatin g State-Level Contacts 

Protoc\^*\frva^Tl^*Nts1m™;^'*^ *°=1"^- protocol. 

iTwise trchecJ It J.t kI?^/**"" ^Cf ""^ *° nonetheless. It 

IS wise to check It out before proceeding. Following are suggestions: 

^Governor's office. Usually, the governor has a staff person or persons 

^.n irhelof^f concerns and interests related to voclilonal 'edSalfon and^thus 
researchel I vaMpIv „f°?;f ^ addressing these Issues. Education staff 
prlf^r ll t« ^^l^t^ ^^r?Kf g»| -.issues ^A^good 
mSnSo"w^;S that has mutual benefits. Dependfng on'he t^H^ Ifrect'cim- 

goal, ^vernors themselves have limited time but have greX connlenle' n 
*I™^^H.^S.,^!«JLLP!"t.«1?h staff. , CNote: In states has 



their staff. 



e«„,f?""^- ■ manbers, particularly those appointed by the governor, may be oer- 
sonally acquainted with the governor or thrgovernor's staff ExleJ^a Lfr 

9^"5 ??s"o?f?le' :SL?f f ^l^ii -rMnfrl^ti^iJ? "Sl^S^Ihe 

ywv^iMur 5 oTTice. capE shoui d be taktri neither to exololt the^P rmiMti^sf. 

ships nor to assume that viable relationships will nafuLlfy flfiow! 
fonowl!i|^""^""^^"° activities with the governor's office include the 

o Be sure mailing lists for council publications, brochures, newsletters 
meeting agendas, minutes and other appropriate Informatlvl do^Smentr 
Include not only the governor, but also the governoP™ stiff sS as 
education aides, appointments staff, economll develop^nt staf?" and 

^ntlrfst%nhr "^^^ infomatlon that targets specific Issues of 

interest to tht governor or staff. 
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0 Hand-cipry Infonmatlon to staff and discuss council recommendations or 
advlci with theiis paptlcularly whin It contains specific suggestions or 
topics being pursued by thm. 

0 Ask If there are studies with which the council can assist^ 
o Respond promptly to requests for Information^ 

0 Provide inforaatlon from sources In addition to the council (such as 
local studies, national studies, studies from other states) that may be 
useful * 

0 Inform the governor's office of achievement by individuals^ schools* 
private sector, and others to whom they may wish to send congratulatory 
1 etters. 

o Invite staff to discuss issues at regular council meetings* 

0 Involve council members In discussions with the governor and/or staff 
whenever possible* Council moTibers who are politically active In the 
party opposite that of the governor's office should maintain a very low 
profile In that office* Likewise, those who are politically active on 
issues not related to vocational education, even though they are of the 
same political party, may need to play secondary roles when meeting 
with the governor* This sometimes shifts the focus to other Issues, 

State board-^CEO^^state director of vocational education * The Chief Exec- 
utive Officer (CEO) of the state board will generally be the person through 
which the state council staff Initiates contact with the board* The CEO Is 
known as the chief state school officer* If the state board for vocational 
education is separate from the state board of education (Wisconsin, Indiana, 
and Oklahoma)* the CEO is commonly known as the state director of vocational 
education* If vocational education and education In general have the same 
board (Missouri, Texas, California, Michigan, Illinois, and Kansas) * the CEO 
or chief state school officer will be the state superintendent, commissioner 
of education, or similar title,. 

If the CEO or chief state school officer Is elected. It Is imperative to 
keep In mind that the position is political. 

Again, for those council members appointed by the state board, "acquain* 
tances" may exist* The same caution as stated for governor-appointed councils 
appl las* 

In states having a state board of education that also serves as the state 
board for vocational education^ the person who is designated as the state 
director of vocational education will usually be one or two administrative 
levels removed from the CEO or chief state school officer* This situation 
(most common Mong states) creates a new twist for establishing good relation- 
ships with the state board* Additional layers of administrators may need to 
be added to the council's list for rapport development* 
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state d,ne°^or'oV;o«^ o^1f^^/„c^^,%T^.'^ 

re,.?1o«h7p"'thlJ" « i,\%'t'h"f 'f.':?' «t" affect the kind of 

board will ? ^"'^^ serves more than vocational education th-t 

1t fieces^arv i^n i„<-r irking with a comprehensive state board may find 

Jyif lo Ifflctlvi. - ^" establishing the relationship and Rapport 

vocatlonar^d.'L..°r*"'"f' ^" comprehensive boards address 

1?5 ll^iv s?aSl ]^ °I ^S""""" *° vocational ediicatton commun- 

Concerns voiced are that vocational education onlv 

that^^J^nf-t-^'* state council are surfacing In these situations. One Is 
issues^" least four ^"''^ *° Include vocational ^duc^llin 

t1onIf%luca\fnn"f„nHf"f^ reaulrment for receipt and administration of voca- 
statis h.^ «e M ^ uniform governance structure throughout the 

works with tge'^neJ^Va'nS^or'iSa^lSSIl^ul^lfrnr °' 

wlth'thlt "otw"h„"f "^"'^"^ " "^^'t'"-' "^l*-" relationship 

riS,r!js °aS;?c%.^rs^^anda^tL^rt I S?k=l"nf ASM*|.^arSr"i°"' '"^ 
nothing precludes the council frin doing sj?' 55^; couJc'l fs'f"ut1oh"f!:|'?n'- 
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states with thts systan have elected to make such recomTOndatlons In order to 
facilitate desired actions, 

A v«rd of caut1on--care must bt taken to be certain that 1t does not 
appear the council does not recognize the state board's (for vocational educa- 
tion) authority or that the council Is trying to circumvent that authority* 
One successful approach has been to use language that recanTOnds that the 
"other" board assist the state board for vocational education In achieving the 
desired outcome by Initiating appropriate actions. From time to time* states 
undergo a struggle relate to the governance issue. State councils can inad- 
vertently get Involved in these struggles unless they are conscientiously 
aware of the lines of authority and careful to respect thmm 

The question of governance is one 1n which numerous state councils take an 
active role and make policy recOTmendatlons, TTie point here is that staff 
should be careful not to thrust the council into the debate unknowingly. 

Liaison-building activities with the state board Include the following: 
0 Attend meetings, 

0 Work with subcommittees of th^ state board that may be addressing voca- 
tional education policies, 

0 Invite the chair to address the council, 

0 Include members on mailing lists to receive council publications, 

0 Plan joint meetings or forums of the state board and state council to 
address vocational education issues, 

0 Host an annual dinner for Informal discussion between the council and 
the state board, 

0 Present recommendations to the state board at a special session (such 
as an evening session) to allow adequate time for di scusslon, (Presen- 
tation should be made by council memberSi not staff.) 

0 Attend public hearings of the state board. 

0 Some councils present appropriate reports to the state board at public 
hearings. Others do not, feeling they have special meetings for this 
purpose, 

0 Be knowledgeable of key issues and priority Initiatives of the board at 
all times and keep council mmbers apprised, 

o Communicate the concept of working toaether rather than an adversarial 
relationship. 
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Liaison-building activities with the CEO Include the following: 

° tl" SoHcy'lJuf ' "yi'^r^r;^^ "^^'P *° vocational educa- 

<1 ^ ?!f • I"=l"de the council chair or committee chair who 

is involved with a topic the council wishes to communicate! 

0 FMttr pespect and trust plus the Idea that the council can be a valu- 
able asset for Improving vocational education. can oe a valu- 

° «nHM?L"°H*£f ^-^u°^ activities, including possible advice 

and recommendations the council will be making to the state board! 

0 Review council reports, recommendations, and advice with the CEO Drlor 
to presentation to the state board. ^ 

° posnJoni!"*"^^^ Initiatives of the CEO when they concur with council 

° ^""^ "° ""dies and research the council might 

provide which would be helpful to state board decision maMng. 

0 Invite the CEO to make presentations to the council and engage In dia- 

liuiaJlve oSaorrnd'Slf J""" '^"^ " state board's 
itfyi^ia^ive pacicage and budgtt rtquasts* 

' ci"or1lall^oaS"" °' ^° '^'^^ ^'^^^ °f the 

° '^t^i^ '''' publications and other 

0 Be apprised of critical Issues and activities facing the CEO. 

° assllf ol"J«"^-l°^ r*^""* " ^t available that may 

assist or be of Interest to the CEO. 

0 Send copies to the CEO when corresponding with board staff or members. 

o Feature articles concerning positions or initiatives of the CEO In 
newsletters or publications, tue utu in 

0 Infonii the CEO of direct communication with board manbers. 
° ??ans?lpf nU^f KsrlJed.°' ''''' '''''' 

IncludfirftnowrSgr*'^^*^" °f vocational education 

o Establish regular meetings with the state director. 
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0 Ask to be Invited to attend vocational education staff meetings. 
Respect the need for confidentiality on issues v*en appropriate! 

0 Keep the state director Informed of council activities. 

0 Encourage director's attendance at council meetings and make agenda 
support mateplals available, 

0 Request Input for areas of study which v«uld be beneficial to the state 
director's Initiatives, 

o Invite presentations or regularly scheduled updates at council 
meetings. 

Q Communicate appreciation for state vocational education staff In 
efforts to assist council such as providing information or addressing 
the council . 

0 Review council reports, advice, and recommendations with the director 
before making presentations to state board or others. 

0 Include the director and staff on mailing list of council. 

o Share Information, discuss conference participation, or provide new 
resouce information, studies, etc, to vocational education state staff 
for areas related to their specific responsibilities. 

o Develop a rapport that reflects mutual goals for quality vocational 
education. This does not always mean total agreement on process 
delivery, priority, and other factors. ' 

Job Training Coordinating Council (JTCC) 

An effective liaison relationship with the state's JTCC is important, not 
only as a group to whom the council reports Its advice and recommendations 
concerning the coordination of JTPA and vocational education, but also as a 
group that can be helpful to the council In its evaluation of this coordina- 
tion. At least one member of all state councils will be a member of the JTCC 
In several states, more than one member Is a manber of both councils (Alabama* 
Alaska, niinois, Nebraska. Nevada. New Hampshire, New Mexico, Ohio, South 
Dakota, Washington, Wisconsin), These manbers will be valuable elements in 
developing good working relationships, 

JTCCs are appointed by the governor, with a chairperson representing the 
private sector, JTCCs have responsibility to advise the governor. In addi- 
tion, they have responsibility to work with other agencies to Identify various 
training needs. The JTCC reviews and comments on the state plan for voca- 
tional education, JTCCs are required to access coordination among a variety 
of state agencies. ^ ^ 
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Act fS^S7^nn^L'^'^E^^ 1="'^ ^^''"^ Job Triming Partnership 

Jry^^'^-fSe^NAS/C^E-y Lnf^^^^^ ^or eniployment and training 

H_ Myrauj. ine WMVUO^E HanclDook contains summarlas of JTPA ^nrt the irrre 

These win provide na^delTlinc Infomiatlon fn wht cftf build a more tho^^^^ 

thf J?cc Jh1ntt°"vTf^"'^'"?'' ' f'"^ de^r1pt!ln Of 

tne JTCC- Chapter VI 13 suitmiirlzes JTPA and cites stctlons of the ppridnc Art 

pertaining to JTPA ancj vocational education coordlStt Ion! 

Keep in mind that evtn though the JTCC and the state council on vocational 
education maj, appear to hayi similar responsibilities, t hire are significant 

stafr Fed^rai*L«fJr ^^e councils Ind their 
Ibtal^ed hw «nl not provide that s^aff of the JTCC be 

Obtained by and be responsible to the JTCC Itself. Staff are anployed by the 

cSc!l1taff'iI^ri«^^J™''*T? "Signed to staff the JTCC Jhlre^s ' 
^ 5JL-^^" ^'^^ thi council, not the state board of education A sec 

ond difference Is thaU JTCCs advise local as well as state entitles on thilr 
f{'the fal^f fe^f!*"*^ only statt-liJlfentllllr and V^t 

Another dlfferince Is ginerally the size and mateeup of the two councils 

and r?r"Sl tSf fJ-"".?^""?"' ^^'^ " "^^^ 7 from the p?1va?e sailor 

^5«nf^r I. K^'*!!^*^"'^ JTCCs are general ly much larger, with a 

significant membership from local government and public sector agencies. 

folloifng-""''"^"'^^"^ «-ct1vit1is with the JTCC and JT-pA community Include the 
0 Attend meetings of the JTCC, 

° f;«i"^V^® community (SDA. PICs. and others) on mailing 

lists of counclB to receive publications and «ther council information. 

° Pf^f clpatt (both niembirs and staff) In conf t »-ences sponsored by the 
JTPA community. r j ^ 

0 fleet with and pttptlclpate on subcommittees of the JTCC. 

0 Hold joint meetl ngs of the JTCC and state council and/or subcommittees. 

0 Establish reguU r (qyarterly) meetings of the staff for both councils. 

0 Avoid dupllcattoEai by discussing plans of both councils for the assess- 
ment of coordina -t Ion between JTPA and vocatlor^al education. 



Plan reports at i^egulip meetings of both councils to keep members 
apprised Of the activities of each. memaers 
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0 Assi _ St the JTPA canmunlty to better understand the pei — ^klns Act by pro* 
vldi ng information through prtientatlons or Summarize^ materials about 
the act Itself^ 

0 Co^s^ponsor studies or riSiarch. 



Private $ec:^tor 

Trade o*r profassional aiioclatloni serving the private sactor may provide 
the needed avenue for the council to "advise the business eojFnmunity and gen- 
eral public^*" These Hal son rtlitlonshlps are the least Wilt developed for 
state council Is and the tducitlonal community in general. Cooperative efforts 
between th%^ public and privatt itctorj particularly with vocational education, 
have a 1 ong i history* These havi been mainly locally driven and without the 
sense of a nationwide concirted effort, which began with the 1976 Vocational 
Educatlon^-u^endTOnts, gaining momentm and reaching mandated status In the 
JTPA of 198^2 and the Perkins Act of 1984. 

Therefo re* not only is the expertise and the finesse vritha which partner- 
ships are b«u11t at an infant stages the acceptance level of the benefits for 
the two sec^^tors continues to be In need of influence* Keep Wn mind that seg- 
ments of thmm public sector are often mandated to coordinate and cooperate with 
tach otheri but for the prlvata sector, it is a voluntary process. 

The dev«^-€lopment of effictivi liaisons with private sector — groups may have 
the longest^ way to go and could become extremely time constnt^ ng* To assist in 
this endeave-or, it is suggested that councils tap Into existlrag efforts as 
resources 1 n this area. 

The Mat clonal Association of State Councils on Vocational Education (NAS/ 
CoVE) has iwprked to establish a liaison relationship with s^w^^eral private sec* 
tor associa^ tions at the national level, as have national vo^^^lonal education 
association^^ of educators, administrators, and state director-s* These efforts 
have providfc^d an entree at tht state level for many counclli*.- 

Local liaison relationshlpSj particul arly through local advisory councils, 
may be addlfctional resources to state councils. These relationships may be 
directly litnked to the privatt business or corporations in 11 eu of their state 
association counterpart* 

The oth^^r obvl ous resources are the council menbers thifni ^Ives, The seven 
members of t^he private sector can do a great deal within thel r own fields to 
establish p^oiltlve rapport. 

As councils assess the labor force within their own state s to determine 
growth and w*etra1ning needi, thty win acquire insight into vrtilch private sec- 
tor groupi should be pursuid first* Following are examples o* ^ the kinds of 
trade and prw*ofess1onal associations or businesses with vrfiom .c^ounclls may find 
liaison rtlMtionshl ps advantagtous. 
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Worker Related 

o Organlied labor 

o Secretarial orginlzatlons 

0 Nursing organliatlons 

Management Related 

0 Training and personnil association 

o Civic groups forbuilness (t.g., Chmber of Commerce and m^ll buslne 
associations) 

Industry Related 

0 Medical associations (e.g., hospital, health, and dental) 

0 Financial assoelatlons (e.g., banking, savings and loan, credit and 
I niur ance) 

Q Agricultural asigclatlons 

o Manufacturing associations 

L1a1son*bu1ld1ng aetlvttlas w1 th the private sector Include the 



fol 1 owing 



Attend conventions and other state meetings of trade and professional 
associations (staff and membars). 

Provide a session (presentation or workshop) at meetings to discuss 
vocational education partnerihlps with the private sector. 

Exhibit at conventions to distribute vocational education ancJ council 
Information. 

Provide certlflcitss to acknowlidge assistance given by the private 
sector to vocational education through service on local advisory com- 
mittees or special partnerships at the local level. 

Commend and recognize privati sector initiatives In publlcattons and 

nf^fPl®"" council , citing Individuals, assoclatlori s and com 
panies by name. 

Invite representatlvis of state associations to attend counct T meeting 

and/or make presentations to thi council about their needs f o i- a futur 
work force. i uuui 
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0 Hold public heaplngs 1n small businesses, union centerSi or industrial 
setti ngs* 

0 Invite representatives of the private sector to provide Input to the 
Council on various Issues through surveySs public hearings, blue ribbon 
panelSi technical committees. 

0 Develop a mailing list of private sector individuals who have been 
ihvolvsd 1n vocational education for distribution of newsletters and 
other InforTOtlon to maintain their Irivolvemant, 

0 Provide news releases to local newspapers^ radio, and television to 
acknowledge contributions of the private sector to vocational 
education* 

0 Invite a panel of association representatives to meet with the council 
or Its committee to Identify strategies to assist the council In effec- 
tively reportif J to the business community and general public* 

o Work with trade and professional associations to exchange news Items 
for newsl etters* 

0 Secure members of the private sector to address vocational education 
and JTPA conferences to present their views on education and training 
for empl oyment* 



Other Agencies and Organiiatlons for Liaison Relationships 

Following are categories and examples of groups with which the council may 
find a cooperative working relationship beneficial. Although the council has 
no mandated responsibility to these groups, they may be instrumental in 
ehcouraging decl si on-making bodies to adopt council recommendations and 
advice* The groups will also be responsible for Initiating the changes needed 
to Implanent new policy successfully. 

Vocational education community ^ ^e kinds of vocational education groups 
taking shape in any state will vary because of the delivery systeti, state 
organizational structure, slie of state^ and a- variety of other factors. 
Because these groups will be affected by council advice and recommendations, 
developing a communication linkage with them Is Important. 

Vocational education groups may be a resource to the council In two ways. 
First, they possess much of the Infomiatlon needed by the council to fulfill 
many of its mandates^ particularly the evaluation of the adequacy and effec- 
tiveness of vocational education. Secondly, they may provide valuable input 
for council advice and recommendations. 

If council recommendations and advice become policy adoptions by governing 
boards, the vocational education community will be instrumental 1n Implement- 
ing and carrying out these policies. Although some policies call for state 
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level ppocess, practice, and activity Impi oTientatlon, others may be dependent 
upon attitude and mrm localized Initiatives* A good rapfKDrt between the 
council and the grassroots of the vocational education community may ultl- 
retely determine the Impact of the council's efforts* Groups may or may not 
be fbrmally organized into associations, therefore may require varying 
approaches. 

Following are examples of liaison-building activities that may be effec- 
tive and of the kinds of groups and organizations with vrfilch the council may 
work cooperatively. 

Liaison-building activities with the vocational educational community 
include the following^ 

0 Participate in (or cosponsor) Inservice education activities of the 
state's vocational association. 



o ^slst vocational educators to v^rk more effectively with the private 
sector by providing inservice education and technical assistance for 
working with local and/or regional advisory councils and private indus- 
try councils. 

o Work with and support activities of the State Occupational Information 
Coordinating Committee (SOICC) by having a council matiber or staff per* 
son with assigned liaison responsibilities, 

0 Schedule joint sessions with the SOICC for input Into planning and 
receipt of information. 

o Participate in inservice education meetings for administrators of voca- 
tional education progrms, providing them with an update of council 
activities and concerns. 

0 Include local* regional p and state vocational educators on mailing 

lists of the council to receive reports, publlcationSi newiletterSj and 
other council Information. 



o Offer to provide a periodic review and update of council activities at 
meetings of association boards. Invite reciprocal reports* 

o Conduct public hearings to obtain the views of the special Interest 
groups of vocational educators. 

0 Commend and publicize achievement of Individuals, groups, and programs 
of the vocational education community. 

o Conduct interviews and surveys to obtain views of the vocational educa- 
tion communtty. 

o Request the vocational education community to conduct tours of their 
programs and facilities for the Individual council members. 
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Satp'^hn%°r"H^'*"^" sponsored by the vocational education section of the 
an afh5h?t * ""^"^ P^-"' encourage council participation haje 

inferences/ ''"^'^^ ^"''"^^ ^" conjunction with ' 

' ?o1helr'cojJernll'^ P^^^^"^ """'^^l Information pertinent 

° a°If ?nl education policy issues with students In preservlce 

and Inservice education programs at universities. preservlce 

° sIS^i'^^inilLSil^"'^^"^ universities for use In class discus- 
fonSf "^'"^ """=^1 -"^^ ^•'-k cooperatively Include the 

0 State Board for Vocational Education, 



a?^f I??h\h f associations-found In all stat 
nJlL >-^^'^-r^^^" Vocational Association, spons 
other professional development activities " 



es, usual ly aff ill. 
or conferences and 



° S'lot'Ce%?^al??'o;|InW-bCt^??^^ 

directors, and departmental chairpersons. regional 
° &t£flSJal Ireaf'°" advisory council m«nber,-.s.ldom organized 
o University vocational education personnel. 

° hlghlr'ed^atVnl f H*'' ^^"^ ^^-^^ °' community college board 

5;i5l^o^riSl23t?Sfgisri"2^S-^r2f,r,l?-fi;i^ 

Ginaral E ducation CQmrn un-^ty Durlna the n^^i- 9 «^ ^ „ 
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rapport or liaison relatlonihip with that segment which Is conducive to creat- 
ing these partnerihlps^ 

Recent anphasis on the need for basic academic skills has probably brought 
the vocational education community and the general education community closer 
together than any other factor. The extent to v^lch this Is happening varies 
among states, A number of conditions enter Into the picture. Some conditions 
create barriers while others are facilitating In nature. The followlRg list 
of conditions and examples may be helpful for assesMent and comprehension of 
this relationship 1n your state* Coordination often emerges as a solution to 
a problOT. Several factors affect this coordination. 

^ Single State Board for General Education and Vocational Education . The 
structure implies a policy of vocational education bel ng an Integral 
part of the total educational process. Conversely, separate boards 
Imply separation of the two, thus requiring coordination to be a con- 
scious process. 

^ Pg^line of School -Age Population . As enrollments decline, per pupil 
reimbursements provide femr dollars and staff reductions often result. 
The education community may work together to save teachers' jobs or 
take advantage of smaller class sizes to Improve Instruction, or they 
may be polarized as they scramble to protect their own turf. 

^ Increasi ng Academic Requirements for Graduation . Coupled with decline 
Ing enrollments, having less time 1n the school day to participate In 
vocational education has resulted In a secondary enrollment decline for 
vocational education. Increasingly ^ vocational educators are attempt- 
ing to work with the general education community t^ determine if voca- 
tional education can be substituted for some mathematics, science, and 
language arts requl renents. 

o Employer Criticism of Vocational Education Having Graduates Who Are 
Deficient In Academic Skills . This criticism 1s causing vocational 
educatfon to go to academic education for assistance In how to inte- 
grate and enhance teaching of "basics" In vocational education^ thus 
acknowledging the need to work together. 

° More Studen ts In Advanced Academic Courses . Increased graduation 

requirements are causing many students who had been taking minimum aca- 
demic courses to take advanced courses, ^ny of the students are there 
reluctantly. Teachers are finding they need to change traditional 
Instruction method? and are seeking assistance from vocational educa- 
tion for using methods of application. 

The kinds of Individuals and groups within the general education commun- 
ity with whom state councils rant to develop cooperative liaisons differ from 
sta^e to state because of orpanlzational structures. Some generic examples 
include state associations for local boards of education, community college 
boards or state education boards not designated as the state board for voca- 
tional education, education departaients In universities, boards of higher 
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rJiJfnlr:^*^^^^"- ^""tlon cooperatives and teacher groups, and state asso- 
ciations of principals and superintendents. ; 

the followfng-^^'^""^ activities with the general education community include 

° activities suggested above for working with vocational education 

wnich are also appropriate for working with general education, 

° ucfi^^f railing list for general education Individuals and groups to 
use In dlssanlnatlng council newsletters, publications, and other 

° f^'^?r,n?o™I???l''""*^°" *° ''''''' ''''''' 

o Assist the general education community to become aware of how voca- 
Seneral education affect each other, thus creating a need 
for relationships between the two. '-I'ly a nmmu 

° ^" statewide conferences and sponsor vocational education 

0 Conduct public hearings In conjunction with statewide confepences to 
get Input from participants. 

0 Co-sponsor studies to obtain Infonnatlon of mutual benefit. 

Governmental agencies. Each state will have Its own names for agencies 
reySlihnil,!!'"!^?^'^" ^" ^^P" Of agencies. Even thoSgh ' 

twn^unir 1 ^'^--w-® SfO^Ped differently, state agencies are gine?ally of 
So5S'that°off ^T^^ °- 5^? governor's office and Is administered^ 
tnrough that office. Tlie second Is separated from the governor's office and 
generally administered by appointed or elected offlclali or boards! 

maze\f ^n^nM«^^ directory Is helpful In sorting out what may seen to be a 
MHtf fo?'S'foll^S|.°' ""-^^ ''«P°"^1 = 

o Job Training Partnership Act agencies 

o Human resource development 

° lullSsf''"^"'-"^-^ developnient (some states have agencies for small 

0 Labor, apprenticeship. Job or ariployment services 
0 Corrections 
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0 Rehabilitation servlcts 

0 Licensing and/or certification 

Other state agencies (or departoents within agencies) my be of Interest 
to the council for specific Issue^related topics/ Examples may Include those 
with responsibility for such areas as aging, drug and alcohol abuse, family 
and/or child services, woren's concerns, and consumer concerns. 

Liaison-building activities with governrental agencies Include the 
foil owl ng I 

o Identify the state agencies and their primary missions, 

0 Determine which state agencies have Interests and concerns common to 
those of the council; Identify specific concerns* 

0 Review these agencies with mCTbers of the council to ascertain existing 
relationships on which to build. 

o Be alert to activities, meetings, or other events that may provide an 
opportunity to discuss mutual Interests vrith staff or other agencies* 

0 Recognize that appropriate relationships may be periodic and do not 
require routine Initiation* 

0 Communicate using exchange of information* 

Legislative relationships * Perhaps nothing varies as widely from state to 
state as the manner In which state councils work with their state legislatures 
and with their U.S. Senators and Representatives* However, some general 
guidelines and suggestions are applicable across state lines* 

State councils are funded tertth federal funds* Some state councils also 
receive state funds. The use of federal funds for federal lobbying is not an 
allowable expenditure of funds* To understand the councils' role In the leg- 
islative process, it Is necessary to understand the process itself* 

Many fine Illustrations and discussions about how bills are introduced, 
amended, and eventually passed into laws are available. The NAS/CoVE Handbook 
(Chapter VIII) Is one resource* State councils in Alaska and New Mexico have 
developed materials they are willing to share. The state vocational associa- 
tions and many other state and national level associations also make this 
information available for staff and council review and use. 

The councils' involvement with legislative bodies Is for the purpose of 
providing infonnation* This is not a term to cover up "lobbying" efforts but 
a term to be taken at face value* State legislatures, as well as our federal 
lawmakers often request state councils to come to testify. This request Is 
made as a reans of acquiring Information* Lobbying has legal definitions and 
requires registration in most states* Staff should clearly und^'^stand these 
definitions and terms. 
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in favfr'nf MrV"H' ? ^"^"^-f - " tries to git a legislator to vote 

iL u^*"^ 2^ ^^^''^ special Interests." The phrisi "-^rles to get a vote" is 
the key phrase. If a council presents Its f indings al* ng with Its con^?Ss1 oil 
and recommendations, the council 1s providing Information. The key Is to prSf 
vide the Information and not to "try to get " Fo i- th^ mn«t nani- « 

councils provide information routinely 1? Is helpfyl to J^lWl^^^' ul^n^ 
sldenng emerging issues, not to detemlne his or hep v^te on i b 1 1! Prob- 
lems may arise for councils v^en issues are controvirslsl . 

Th= ^r**?^?"'*''?" °t ^^^^ discussion. It Is Important to know the players. 
JflJS nfirri-''"^? f°*^ ^"^ is '""de up Of 

slmlUr ?o thll nfTh» employed staff to assist inthflr- work (In a manner 
vices a cLmitt J a^"''?.''.".'"' ? office). Leglslatlvi staff may provide ser- 
h^H r -Pf®' a political party, an Individual manber. or the legisla- 
linfi a whole. Services provided Include administrative, clerical 

legal. Information, or others needed for carrying out th,e1r res pons fbllftles. 

Personnel who have responsibility for keeping ilictad officials apprised 

sorl n."".'J-?; '^ ff *°P1" IssLari known as a?d«radv1 = 

sors or staff It U with these Individuals that counc Us usually work 

fhej workr°'''' "^'^ information they can usa to apprllelhJsf fS; whom 

Liaison-building activities with 1 egl slatures Inclul e the following; 

° aJa11ahll"InT^^°^^*'"^K^*1^ collected by thicoii^cll as they become 
attlmpt-^°Sef rvolef iti r^ular servlL. not an 

0 Develop liaison relationships with 1 eg1 si atlvi staff for education and 

nf*H thf f J ".f"'^ ^"^9^* °'' financial cmmltttes. These people 
need the Information most, k k = 

o Discuss council Information with 1 egl slators op staff. 

0 Be prompt In gathering additional Information when It Is requested. 

° ?1vl"1ta??"ln^P^I-/^:®"!^^*' activities biing conducted by legisla- 
tive staff to avoid duplication or assist 1f appropriate. 

° wrkf '^""'^^ °^ Infomatlon they need or would ^Ind helpful In their 

0 Invite legislators and staff to address the counct T on key issues. 

o Encourage mmbers to voice their concerns and Inti- r-ests as private 
citliens to their legislators. m- ivaue 
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Liaisons eitabllshed between the state counc^ 
are important. The effectiveness oftfie council 
enhanced as It will be with ittte-ieyii 11 il sons 
ships may be extremely helpful to coyncll staff/ 
not particularly time consuming^ 

A listing of these federal -level roups foil 
of each. Its role and relationship to state coun 
staff are Included with each. Ad dl t tonal Inform 
phone numbers are in Chapter V of theNAS/CoVE H 



"il and federal -1 evel groups 

may not be as directly 
^ but good working relation- 
The developrent of these Is 



iws below, A brief discussion 
lis, and some suggestions to 
tlon, names* addresses* and 
ndbook. 



U.S. Department of Education 

VnrJ^^r^^ ^l/^i^^^^^^^ """^^^ compliance. The Office of 

Vocational and Adult Education provldis technical assistance to state coun- 
cils, particularly m tenni of fedt ral rtports required by the councils. 

Staff should build effective andfrlindly rel atlons with the vocational 
dlrSo^ Sif 'VJ^ "'f? ^^^^^l^^^tly wttrii the council, Ne^ exaSlve 
directors will want to call and introdyet thmsel ves to the staff You mav 
WoJJn"'' ^^V^^f^ *o ^^^^ew your state's flit and visit Sh you about^ 
improving reports sent to that office, 



When new support staff rasponslbla for fedsra 
financial* are brought on board* a teliphone call 
not only expedite the time council staff has to s 
time required of USED, staff* but also may make th 
not funds can be released to flow to tha state in 

The USED should be Included ln ttia council 's i 
copies of council publications In addition to tm 
submitted to them. Staff members of DSHD are oft 
and national vocational education mietlngs. Stat 
advantage of these opportunities to git acquaint^ 
bers to them. They are knowledgtabl g of nationwi 
tiatives* thus are valuable resourcti, 



reports* particularly 
to clarify questions will 
lend on these and diminish 
! difference in whether or 
a timely manner. 

laillng list to receive 
e reports required to be 
in in attendance at regional 
council staff should take 
and Introduce cwncil mem- 
a emerging issues and Ini- 



U#S, Department of Labor 



K« ftate councils are required to mbmlt reports to the Secretary of Labor 
about their findings and recommendations relevant to the adequacy and effec- 
tiveness of vocational education and thicoordinat Ion of JTPA and vocational 
education Other reports and publications of the council may be useful to the 
Department of Labor because of their pasponsibilf t^ to JTPA programs. 
Although councils do not work directly^th this department, opportunities to 

re ationshlps will ultlitely ser^^e to Improve coordination 
between vocational education and JTPA, partlcteilarly- state councils or 
vocational education and state Job Training Coordi station Councils, 
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National Association of State Councils on yoca tlonal Education (NAS/CoVE) 

The NAS/CoVE Is an association fop state councils. All state councils are 
manbers, Conmunlcatlons of the association generalli' are sent to council 
offices for distribution to members. Staff of state councils should take an 
w4 + h ^''^IV" ^fie association. It provldts an opportunity to exchange ideas 
r J? S i! ^^^^^ ""^ ^= * vehicle for staff development. The NAS/ 

Cove Handbook provides additional Information about the association, as well 
as resource materials for council use. 



National CQuncIl on Vocational Edueatlon (N/CoVE) 

pie National Council on Vocational Education was established by the 
Perkins Act to advise the President and Congress. TTie national and state 
councils have no mandated responsibilities to each other, but do desire to 
communicate, exhange Infomatlon, and support each other's efforts. 

State councils are urged to develop a positive relationship with the 
National Council. Council .publications and Information should be forvrarded to 
tnm National Council office. State councils may wish to Include National 
Council msTibers on their mailing lists for newsletters and major publications 
In addition, states having a member of the National Council may wish to extend 

I"^ ^^r?" *° P^''S°" to attend State council meetings or to 

thp IfJ/r^up u=^1k^°P thCT on national and state Issues. Chapter V of 

the NAS/COVE Handbook provides additional Information about the National Coun- 
cii j plus a listing of Its members. 



National Center for Research in Vocational Educati 



on 



as tE^NKI.^^fV^^f^'' for Research In Vocational Education, canmonly known 
as the National Center, is located at The Ohio State University and Is cur- 
rently funded under the Perkins Act. Chapter V of the. NAS/CoVE Handbook 
describes the mission and activities of the Natlohal Center. C hapter VI con- 
clntlr""'^''^"" s^3"'Ples of the kinds of resources available from the National 

State council offices are automatically on the National Center's mailing 
U 2 l^ecelve their newsletter (which announces workshops and new products) 
and catalog. The National Center can provide many services at a minimal cost, 

* «*.f*fr J National Center are knowledgeable of nearly all rerearch and 
initiatives tha^ are taking place. Thev ara wllUna tn hpln vnn finH 
put you in touch with peopfe^who ire knySdgeable Ibout thi ?opir."^f%ou 
are conducting a state study and want to find out what Is happening in other 
states on the topic, the National Center will be your best reiource. 

Two itetis from the National Center are recommended as "musts" for all 

W^pLH -^^ft ^ ^'^^^ "Research You Can Use-Need 

, fi i* * lay-language publication series. 4-8 pages (5x8 size) 
and available to state council offices and manbers at no cost. Another seMes 
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that is avanable at i very low annual subscnpfc:1on rate is F«et« a PinH4 - 

tional Infomiatlon, m the NAS/CoVE Handbook . Chapter V™paqe ii- can thl 
National Center; or^ contact your stat a dire^ or Of vocational elation. 

Council staff are urged to participate in activities sponsored bv the 
National Center or 1ti Academy (which provides st=aff dlvelS?mlnJlct1vi??es) 
Council members will also find these activities waluable! activities). 



Other National Or g anlHtlons 

National trade and prof esslonal organizational provide a wealth of infnr 

coTMhMt'e Mf bership ana/or participation in corte-ferences and workshops will 
con.ribute to the Professional growth of staff. Examples of these inhludl 

Juni^"r n"*'°?fl CAVA). American A.^slclll on o^Smunlij and 
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POLICIES, PROCEDURES, AND PRACTICES 



"w.r-l t l Perkins vocational Education Act; Section 112 (c) Indicates: 

bSn J^lnlJT-ll ^c"^ - "P®^ *s practical after certification has 

! H f"|f the Secretary. ... The . . . council operating procedures 
and staffing, shall be as provided by the rules of the State council. . . ." 

u.4*h^® chapter on Administration and Organization of Council Activities deals 

b lltles Imlle^^t^flL'y^l.^^^^ ^W^T""^ their mandated responsl- 
Diiities efficiently and effectively, -mis chapter concerns Itself with poli- 
cies, procedures, and practices that are estabTlshed bv the council itself to 
provide direction for both staff and council maiibers. " ^^^^it to 

Formally adopted policies are needed for some areas with which the council 
^frf®^"f*^*^®-^% Procedures may be developed to establish a step-by-step pro- 
cess, often serving as a checklist for completing an activity. Practice? can 
best be described as "the way we do things." PrLtlces are seldo^ fn wMtlng. 

offlluilv aJmt^'noltr '"^^ "'-''^ the same weight as an ^' 

otflclally adopted policy. Although practica can be changed, all the "resis- 
tance to change" emotions may surface. 



Personnel p. ■ ades 

All state councils should have personnel policies on file. A brief list- 
ing of Items that maj^ be Included Is provided to assist a council wlshlta to 
revise Its po Ides. States differ lS the process useS ?o ?ev1se or 5evllop 

?h^?2?;ls^l!ll;e rm^^' ''''''''' °^ p°"°'- 

be cjmjonrs^^sf s;:Si;rc^m^^ - - 

involvement In the process of revision Is usuany through the executive direc- 
tor, unless another process Is specified, executive airec- 

the follSilng°^ ^^^""^ ^® addressed In personnel policies include 

0 Explanation of procedures used to establish and revise policy 

0 Personnel covered by the policy 

0 Recruitment, selection, and hiring practices 

0 Use of reference checks. Interviews, and competency testing 
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0 status of existing ptrsonnel in applying for vacancies 

o ^thorlty for declsloni for various positions 

o Salary ranges and/or scales, authority for recommtrtdatlon and approval 

0 Staff involvanent In personnel policy adoptions and revisions 

0 Fringe benefits, conditions, and allowances 

0 Responsibility for Job descriptions and personnel evaluation 

o Implications for perfonnance reviews, such as probation, dismissal ^ 
merit pay, and salary adjustments 

o Effective dates of salary increases, fringe benefits, earned vacation > 
disability, sick leave, and other leaves 

0 Work schedules and lunch and break periods 

0 Paycheck distribution 

0 Official and religious holidays 

0 Vacation schedules, accumulation and transfer, pay for unused days 

o Leaves of absences (sick days, personal. Illness or Injury, campaign, 
court, professional development, voting, elected office, bereavement, 
educational j child care, and communication action), conditions*, dura* 
tion* status of pay, benefits* accumulation of tenure, and extensions 

0 Personal leave 

o Standards of conduct/code of ethics 

0 Records of the employees, confidentiality and review 

0 Grievance procedures 

0 Resignation and termination of employment^ exit interviews 
Fringe Benefits 

Fringe benefits vary greatly mong the states* Tlie Utah council staff . 
periodically surveys staff of state councils to collect salary and fringe 
benefit information. Examples of fringe benefit packages provided by councils 
include the following: 
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o Worker canpiniatlon 

0 Coveragt under UnemplQymtnt Compensatlori Act 

0 Retlranint (I.e., state OTployees, tdueatlon, social security, and 
private pension plans) 

d Life Insurance (which may be maintained by employee after leavlna ^-he 
council's employ) ^ - 

0 Medical and dental Insurance and family coverage 

0 Car allowance 

0 Membership dues In professional organizations 

0 Car provided (leased, rented, state vehicle pool) 

0 Tuition reimbursements 

0 Bonus payment, bonus travel package 

0 Credit card for business expenses 

o Individual Retlranent Account 

0 Complimentary entertainment tickets 

0 Sabbatical 

0 Leave with pay to perfonn vocational education services and studies, 
serve as a consultant, conduct workwhops, or deliver speeches for v^lch 
compensation Is also provided 

o Annuity programs 

0 Investment programs 

Job Descriptions 

All staff of the state council should have a job description on file 
These may not be adopted as a policy would be, but serve as a fom of policy 
to provide direction to staff. The preparation and revision of a Job descrip- 
tion is an administrative or staff responsibility however the eouncll 
usually endorses then in some manner, "hhay may be bylaws or per- 

sonnel policy.) Job descriptions are generally the basis for Job perfonnance 

Job descriptions for the major staff roles as described in the chapter on 
council staff are provided here as examples. The content would need to be 
adjusted to fit particular state situations. . 



Exacutlve diractor ^ The extcutlve director provides tht following job 
functions for the council is they relate to vocitlonal and technical 
educatloni 

0 Serve directly responsible to the council* 

0 Serve as the official spokisperson for the council. 

0 Ehiploy office staff to carry out functions for council, supervise 
staffs and make recommindatlons for staff salary. and promotion to the 
council . 

0 Prepare annual tentative budgets for review by the council* 

o Submit budget to appropriate federal offices and provide for necessary 
requests of the fiscal agent. 

0 Supervise Inforrratlon needed for preparation of reports pursuant to 
council direction^ 

0 Provide leaderships development^ and consolidation of activities as 
they relate to mandates* 

0 Provide leadership to the council for establishing and carrying out Its 
goals and objectives through a plan of work* 

0 Determine financial procedureSp accounting * and reporting of state and 
federal funds allocated to the council within the approved appropria- 
tion limitations and designation of signature authority among staff. 

0 Prepare or direct staff to draft appropriate policy reconrendatlons for 
improving vocational education for review by council. 

o Direct staff in making arrangements and necessary preparations for 
council activities such as council meetings, committee meetings* public 
hearings, and other activities sponsored by council or with which coun- 
cil Is involved. 

0 Prepare (Initiate where appropriate) letters, memoranda, question* 
nalreSs requests for proposals documentss informative materials and 
brochureSs position papers at the request of the council * 

0 Plan and organize public hearings and conferences with the public. 
Including rfepresentatives from buslnesSs Industry, labor, agriculture, 
and targeted populations and groups to gather data and collect Input 
for rej^rts and recommendations needed by the council and its mmbers* 

0 Develop and maintain a liaison (serve on committees representing the 
council) with all educational and government agencies and private sec- 
tor organizations with responsibilities and interests In vocational and 
technical education and employment and training. 
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0 Advise the council on current issues and innovative practices related 
to council functions* 

0 Serve as an ex-offlcio mmbmr of the counciVs committees, 

0 Provide orientation for new council members. 

0 Work directly with the council chair and/or committees designated by 
the chair for detennlnlng r^sponslbillttes and activities that arise 
between meetings of the counciU 

0 Perfonn other responsibilities asslfned by th^ counciU 

Associate or assistant executive director . An associate or assistant 
executive director nas major responsibility for assisting the executive dlrec^ 
tor. A sample job description might Include the following functions: 

0 Serve directly responsible to the executive director. 

0 Carry out responsibilities for office operations as asslaned by the 
executive director, ^ j 

0 Collect council activity costs for executive director In budget 
development. 

0 Work with executive director In finalizing and coordinating submission 
to federal offices and requests of the fiscal agent, 

0 Acquire Infonnatlon for reports on vocational education. Job Training 
Partnership Act (JTPA), or others as needed. Responsibilities 
include the following: 

Coordinating Input activities for council reports 
Acquiring appropriate data from various sources 
Monitoring or conducting assigned research studies 
Coordinating council input resulting from their participation in the 
evaluation process 
Working with committees as assigned 
Developing •^eports and publications 
" Publishing newsletters and other council Information 

0 Draft council's plan of work, maintain progress data, and provide peri-^ 
odlc update to council, 

0 Coordinate office staff for facility arrangements and preparation of 
appropriate materials for council activities, meetings, hearings, and 
committees, 

0 Develop correspondence, position papers, brochures, and documents as 
requested. 
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0 Provide staff ->rv^ce r:: U dirship for council commltteas as 
requested^ 

o ^slst execi ^ L.ir^cr - by :onect1ng afid providing appropriate 
Infonmatlon ^^^^ ^dv!.' : th? council on current Issues, innovative 
practices s aud for^iu 

0 Develop master v^ls for .Tes^intatlon of council reports and activities^ 

0 Attend exe\^ ^i; /e lai?^- tt^e meetings at the request of the executive 
d1 rector, 

o Perfonfl otn ^r ponsibllltles as assigned by thm executive director. 

0 Serve as dflrec *id executive director in the event of temporary 
absence of tm cilrr^ctor* 

Research associate or evaluation specialist . A research associate or 
evaluation specialist has responsibility for carrying out functions related to 
those activities. A sample job description might Include the following: 

0 Serve directly responsible to the executive director* 

0 At the direction of the council's plan of workp plan, develop, and 
carry out research/evaluation activities needed by the council, 

0 Monitor contracts and/or supervise research activities. 

0 Keep accurate records of activity costs, 

o Report findings to council and work with council to prepare their posi- 
tion on the findings, 

0 Draft* for council review and approval such items as findings, conclu- 
sions, recommendations, and other important Information needed for the 
council ' s report. 

o Prepare final Information for publication. 

0 Work with staff and council committees to incorporate public hearings 
and council member expertise In developing the plan for research 
activities, 

0 Apprise the executive director of recomTOnded futuni research. 

Administrative assistant or executive secretary . The position of admin- 
istrative assistant or executive secretary Is increasingly popular with state 
councils. Tills person often doubles as additional secretarial staff. A sam- 
ple Job description follows. 

Report to the executive director and provide services to assistant or 
associate executive director, as directed, 
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o Fiscal Ma nagement- Bassist dirtctor In prepapatlon of state and federal 
budgets: - 



ppoject line Items* 
Detennlne budgit* 
Submit budget. 

Monitor state legislation regarding budget. 

Advise director regarding overall financial mitters. 

Maintain liaison with Branch Financial Officer and U. Department 

of Education, Division of Cash Outlays, 

3 Accounting Responslbllltles i 

— Prepare and maintain records on all council accounting transactions 
providing liaison with accounting section of fiscal agent. 
Prepare council monthly and quarterly financial reports. 

— Prepare and process travel vouchers for staff and council members. 

— Prepare out-of-state travel requests for staff and council menbers. 
" Prepare and process purchase requisitions. Invoice vouchers, and 

agreements for contractual service. 

Maintain service contracts on office equipment. 

> Office Responslbllltles i 

" Serve as office manager and supervise office staff in absence of 
executive director and assistant/associate. 

— Assign work to other support staff* 
Compose memos, reports, and correspondence* 

Review council mall, highlighting Items for attention of other 
staff. 

Ensure that correspondence Is answered and deadlines are met. 
" Maintain personnel files on council staff, maintain files on council 
members and vendor contracts, also maintain council certification 
information. 

Make travel arrangements for staff. 

Maintain vacation and sick leave log for office staff 

Answer requests from public for Information and reports (verbal and 

written). 

— Keep up-to-date list of terminology and acronyms* 
Serve as additional secretary, as needed* 

Council Activities : 

" Arrange for council and committee meeting facilities, meeting mate- 
rials, microphones, seating, and meal functions. 

— Attend all council meetings and be responsible for all minutes. 
Make travel and lodging arrangements for council. 

Obtain a list of pre-council meeting correspondence fron executive 
director/assistant and arrange for preparation and mailing* 
Obtain a list of materials for council packets and arrange for 
packet preparation and distribution. 
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0 Council Publlcattons - 

— Proofread all publications prior to printing. 

^^^^4^-"^ request proposals for printing and follow through after 
contract award until publleatlon Is received. uuyn aner 

0 Other Duties as Assinnwri! 

" Perfortii other duties as assigned by director/and or assistant neces- 
sary to carry out the functions of the office. «si"ant neces- 

as^iliiS^%* ^J®.''?-!*-?^ °^ secretary may include many responslbn Ities 
Skills of ?hffhJ?« H^'f**ir* |«'"«"*. depending on th| competencies and 
Skills of the individual. The following are typical functions! 

0 Provide secretarial service including taking dictation, operating word 
processor and typing. Work will Include letters, drafts of replrti 
notices of neetlngs, agendas, minutes, and so on. 

° tlkfrninutel" "^^^^^S** "^^^ O'" P^^^de for arrangenants, and 

0 Transcribe tapes of council meetings and forums, 
0 Take minutes of ccmmlttee meetings, when requested . 

0 open, lug, and dlstrtbute mall. 

0 Maintain general files, locate files for staff as needed. 

0 Maintain activity fllei of council committees. 

0 Maintain supply and storage areas, order supplies when nBeded. 

° JEf^n^L?"'' ■'■^'"9® "rvice of copy equipment, word processing 
equipment, postage meter, and other office equipment. 

o Keep council library and data files up to date. 



0 Keep, all council mailing lists current. 

0 Dissanlnate council reportB/studlos keeping accurate records. 



0 



Prepare meeting packets and pre-meeting materials, mailing these mate- 
rials, minutes, and agendas, to members and others designated. 



0 Proofread documents with other staff. 
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0 Establish office systens for maximum efficiency. 

o Assist with training other office parsonnal to use the word processing 
systim. 

o Perfonn other duties necessary to carry out the functions of the 
office, as assigned by staffs 

0 Report to executive director and provide se;^vices to assistant/ 
associate executive director and others as Jirected. 



Conference Participation 

Although out-of-state conference participation can do a great deal to keep 
council manbers informed of critical issues related to their council role, it 
Is also a costly itan for limited council budgets. It can also be a point of 
contention among council members if they are not actively Involved in the pro^- 
cess and fully aware of their own participation opportunities* 

A set of guidelines for in-state conference participation may also be nec- 
essary ^ but mmbers usually attend in-state conferences that are related to 
their own ©nployment interests, thus providing necessary feedback to the coun- 
cil* The problari for in^state conferences may be one of ensuring that the 
council has representation* 

Out-of-state conference participation of staff members is an administra- 
tive responsibility of the executive director^ as determined by staff assign- 
ments. Job descriptions, and budgetary constraints. Staff travel may also be 
Influenced by regulations of the fiscal agent, (See chapter on Council 
FInanceSp fiscal agent section.) 

Following are out-of-state conference participation guidelines. The first 
part deals with determining which conferences will be approved and how members 
are selected. The second part describes the participant's responsibilities. 

Selection Procedure 

Identifying conferences . At the end of each fiscal year* staff will com- 
pile a list or conference dates, locations, and estimated expenditures. 
(Chapter V of the NAS/CoVE Handbook provides a listing of possible confer- 
ences. Addresses are located in Chapter VI.) Members will assist by noti- 
fying staff of conferences they recommend be added to the list by providing 
dates, locations, and if possible, estimated expenses. 

Establishing conferences . The executive committee reviews the list and 
subrplts to the council by the first meeting of each fiscal year its recommen- 
dations regarding which conferences are appropriate for council representation 
and the number of manbers to be sponsored by the council to each conference. 
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At its first meeting the council approves, subject to adjuitment, the 
number of sponsorships rtcomTOndtd by the executive committee* Manbers pre- 
sent may indicate their preferences. Staff sends the approved list to all 
members the week following the council meeting. 

Council manberi have 30 days from the date of mailing to inform staffs by 
mall or phone^ of the confepence(s) for which they vdsh to be sponsored. 

Limitations, Members shall be sponsored to no more than three conferences 
per year. 

Priorities. If there are more requests to attend a conference than the 
number of sponsorships approved, the following order of priority shall be used 
subject to the provisions of the fifth item: 

o Conference presenter on program agenda (limited to eligible expendi* 
tures not reimbursed by the conference), or a person in, or seeking, a 
leadership role in the organization 

0 Council chair 

o Council chair-elect 

0 Executive committee menbers 

0 Conference content similarities related first to the members' council 
responsibilities and second to the members* employment responsibility 

0 Tenure on ICoVt, if attendance at meetings has averaged 75 percent, or 
contributions to the council have been significant 

o If more than four individuals have been approved to attend a confer- 
ence, a first-year member (or a member who has not previously attended 
or been sponsored to a conference) shall be sponsored in the fifth slot 
providing conditions in the fifth and sixth itans above are met 

Conference "slots" not filled at the end of 30 days may be filled on a 
first-come, first-served basis provided the member''"^ attendance record is sat- 
isfactory or by a member who has not previously attended or been sponsored to 
a conference. 

Exceptions and changes. Participation in nonrecurring conferences sched- 
uled late in the fiscal year shall be detemlned by the chair based on avail- 
ability of resources and the spirit of previously stated conditions. Requests 
should be through staff. The chair may elect to poll the officers and/or 
executive committee. 

Any request from menbers for changes, exceptions^ or alterations not 
otherwise provided for shall be directed to the chair whose decision shall be 
based upon the efficient use of resources and in keeping with the spirit of 
the previously stated conditions. Staff shall keep a record of the requests 
and decisions that are a matter of public record. 
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Responsibilities of Councn Members 

data f 'wf^^n n staff In prepirtng list of conferences by providing 

dites, location, purpose, registration -rees, and so on. Hfwviaing 

i.rr.!If ^^''^ expected to use the mos* efficient and economical travel 
arrangerntnts possible. Car pooling. wh«re practical. Is encouraged. 

Make own travel arrangements. 

Provide the following to the council office 4-6 weeks prior to conferencei 
0 Travel costs and departure/rsturn times 
0 Lodging costs 
0 Registration fees 

0 Other expenses such as taxi, materials to be purchased, and so on 
(Staff must request out-of-state travel approval from the fiscal agent.) 

.u^^'^'^^f^u' """0* exceed the amou nt requested. Staff win add per diem 
eti? *"1f*r..S5?C?-""".°* =^^''9^ expenses to the council (su^h as plaSe tlck^ 
direct h[n ?iir txtrmel^ expensive, there I's a procels to 

a ronth in aSvInc e!''°^ ' ' information and request Is submitted at least 

Inn ^^?hr!"^ ' R^PO'** about the confere■^ce to the council at the next meet- 
ing. The report should include the following! 

o Key topics and Issues dlscuised 

0 Trends and their implications for the council 



101 



erJc 



loe 



feel'?„r™aUon"gf;Sad' ™Jfd'"be"slf;?1„^1.'>^ '"""iV '""'^'^ ^<"«""'<' 
«.ff so their report «n be s=h%d"M o„'°t;e''.Sn3II' • -"fy 

participants are often asS"o Int^odS^. «Pert1se. confMce 
represent. Please IndlcatrvJS llT^1^\ ^^^"^ '^es^ 
on vocational education. " "'^ statttmnctl 

° a"'rriS??s5:L"^^%"sSror:rc?ii''„"^"r'\'^'-''"'^ 

on the state councH Ken%^S„^5K^^^ In<:1"cle your mkr,Mp 

interviews, etc. ton may aUo IJ,^, V '"t^X^tlw. 
ties and leadership res^nstb°iures? """'^ respomlilli- 

° Sler^';'?4°e"u" ""'""^ " '""'1- own bus1„.«„rd 



State Council Handbook 
parti have been at one tlme^r Ser. "'^-'^ * council, but niost of their 

suggest that one be devl^ althoSgh this f.'ln"'-°f5 '"^^ 
may certainly take the InHlailve SnS'proSlde'to^hllluJJll ""'"^ 

^^^^^tti^ls'Uc^ that a'handboo. ,c^. 

develop. P outline or perhaps each maflber could take a sect Ion to 
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Putti i ng together - a handbook 1s not as slmole as It sounds What 
JufS^H ^ - <^<s"ver mateplals that should be ln?lCd1d htv n t n 

ill 1 hS^ I t e^fn^h : Policies often remain as part of counln ilnutis «ri 
staff 'ft 'ii ^««''»ched. The project win consune a great deal of support 

book[1J^?^«bl ilPn#-f*"^"' Information (taken mostly from the Iowa Hanfl. 

found in »h ll/rnSS^H^LS^g""^^ ^" « """=^1 handbook, tai Is 

rouna in he WS/Co Handbook and may not need to be repeattd. 

0 CoaLjncjl Soajs an d Objeetlves 

Comicll Philosophy 
Cornell gorals and objectives 
- Co|il marindates of the Perkins Act (NAS/CoVE Handbook. C^er 

'•elatlonshlp of mandates to council goals and objictlves 
SyiMry of council role and functions (for use is a hanaoutf 

0 Cotgncjl Member— sh 1 p 

*""" SlSJg ' directory, public and confidential, preferred 

Blographlca il sketch of council members 
0 Cgui iriej] Struc t^ ure 

*■ Ccilttee s^-tructure 
"'K?!?i®S*^™*^-J.2''J^=*^ves, and activity summary 
-^I sam of ocommlttee goals showing relationship to goals, objec- 

*c Ives, and ^mandates of council . "ujet 

'"^rjf'"|J?2, charts showing council relationship to various agen- 

«1iS, offlcss and boards to whom they report or with whom they work 

0 Co urri cil Act 1 v1 t^y Sched u 1 es 

^ouMll meetelng schedule, committee meetings schedules 

" ^SSvF°L-f^*-i-"^?*l®'^ regional and national mtlngs 

^WS/CoVE iTitesetlngs, Chapter III of Handbook ) 

''^^tJ'^i- r^lJli "'^'°r 3''°"P*' as vocational education 
c^orimity, t ihe JTPA community 

■■■ 'Cil V approved out-of-state conferences (poislbii consid- 

l^rat ons . si -e NAS/GoVE Handbook . Chapter V) v k * i i« cunsia 

Sscneduied re^ports of cdmimfeW, vendors, or others to cognctl 
0 Cgunacupjan of - Work/Committee Activities 

" j^c^lilln; rr*"^?f^"^ process, time frames, and cost eitimates for 
l^rSuns! ""^n saals. This may be the culmination of crtt?ie 
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Activity sections, related to council goals/objectives of the plan 
? 4!f?^L* ^ "'^Sht Include coordination with JTPA, private sector 
initiatives, high school dropouts, distribution of funds. State 
plan, technical COTmlttees. Each activity section would include 
canmlttee reports, activities, calendar, and membership; reports of 
Issues addressed at conferences related to the activity and 
research and studies and related data. 

Coordination chart showing the relationship of the committees to the 
overall mission of the council. Descriptions of how committees feed 
into or affect the council's mission should be Included. 



Policies and Procedures 



Council byl aws 

Council policies, such as-- 



personnel 

— travel 

research and studies 
public hearing 

development of liaison relationships 

— expenditure of funds 



— Council practices (if not part of plan of work or policy)-- 

participation with other organizations 
recognition of achievement 

— reporting practices, to governor, state board, and others 

Business Transactions 
Council budget 

Council minutes, current year 

Summaries of council minutes (action Items), previous j^ars 
Legislation, rules and regulations 

State (highlighted and/or summarized as appropriate) 

vocational education legislation 

elmentary, secondary, postsecondary , adult, higher education 
that relates or affects vocational education, such as community 
colleges^ dropout, alternative, bilingual. General Educational 
Development, area vocational schools. 

— education budget 
public meetings 
enabling legislation 

" economic development 
labor laws 

employment and training 
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-- Federal (highlighted and/or summarized as approprlatt)-- 

Carl D. Perkins Vocational Education Act (NAS/CoVE Handbook , 
Chapter VIII) 

Job Training Partnership Act (NAS/CoVE Handbook , Chapter VIII) 
Special Education Amendniints 

Civil Rights regulations for vocational education 

Counci 1 Correspondence 

Letters of advice to Governors State Boards JTCC* and others 
Infomiatlon (testimony) letters to legislators from council or its 
members 

Requests^ with accompanying response^ for clarification or Interpre- 
tations of legislatlonp pollcleSj and so on 

— Responses to council recommendations 

Council Reports 

Executive summaries 
Highlights of council recommendations 
Findings and conclusions of council studies 
Data summaries 

Information on Related Agencies and Organizations 

Organizational charts of state agencies 

— Directories of boards counciiss committees and commission members 
(state boards special education advisory community, JTCC memberSs 
SOICC manberSj legislative commissions and commltteeSp postsecondary 
board members, association staff and officers) 

Summary notations describing major responsibilities of agencies and 
organization 

National or Federal Information 

Directory of U.S* Departments of Education and Labor staff with v^om 
the council works (NAS/CoVE Handbook , Chapter V) 

— Information highlights about the National Council on Vocational Edu- 
cation (NAS/CoVE Handbook ) 

Informar.lon about national organliations with whom state councils 
work such as NAB, l^tional Center for Research in Vocational 
Education, AACJC, AVA, ASTD (NAS/CoVE Handbook , Chapter V) 

— Information about the National Association of State Councils on 
Vocational Education 

Other Helpful Information 

Acronym lists (NAS/CoVE Handbook , Chapter X) 
Definitions (NAS/CoVE Handbook , Chapters VII and X) 
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" mS^r^Sfi^!™'"^?; °^ actlvltfes, legislation summipy 

h^y^ Handbook. Chapter VIII) and other Information useful as 
handouts or transparancles when making presentations 
" SooJ!lhStervnir'°"''"' ^rtt-^ ^le^^ted Officials (NAS/CoVE 
" Samplelravif^Jif l^S^^l^^^" (NAS/CoVE Handbook . Chapter IX) 

— Former council matibers 

pSn'f?«°"^I^r® fSPOfting conference participation to council 
statements from other groups (WS/CoVE Handbook. Chapter 

— Summaries of proposed legislation, bin numbers, and so on 

Byl aws 

Bylaws of state councils should be based on the guidelines of Darllamen 

t^s^t'^/il^mM^^ ' counciJ is esLSfls^S'ln 

tne state s laws by legislation, state regulations regarding format win need 

SLS%o°^°?rLl"ssIS'?h^'u'h'^^'"'- ^V'^' ^"^ ^^^^5^°"^ ma^e t^'iJem ™'y 
^ffe ^°J\P'^°cessed through appropriate state procedures and reviewing agen- 
5h^f: State councils most likely to be established through state law irf 
those receiving state funding in addition to federal funding. Statfcouncils 

Taturl i^."-*^ ^"i ^^^'^ ™st go through Ihe state ' s legis- 

lature for approval or authorization to be spent. 

The ^Urnlr^^r! ®''*"'Pl«? °^ content areas of state council bylaws. 

Sr ni o? f hl^lf^/r^'uP S^'Sk"^^ 1' «" ^*^P^^' These are located in Chap- 
ter III of the NAS/CoVE Handbook, state councils are willing to share their 
bylaws. Most council offices have examples from other states in their files. 

Suggested content of state council bylaws includes the following: 

o Name of council, acronym, motto, slogan 

0 Council goals, purpose, mission statement (goals often closely align to 
the goals of federal legislation for vocational education) 

o Statutory authority (quote of federal and/or state legislation) 

° Sl^Simfesr''""^^ ^""^^ ^^^^''"^ state assigned 

0 Operational procedures — 

— How the council is certified 

— How the council establishes policy, what policies will be 
established 

— How the council develops and uses Its plan of work 
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Mimbershlp of the council, may be listed as described In federal 
1 egl si atlon-* 

— Appointing authority 
Term of service 

Responsibilities for participation and reporting 

Offlceris responsibilities, and flections-- 

Identifies officers to be elected, term of service 

Describes responsibility. Including executive canmlttee, cwnmlttee 

chai rs 

Outlines election process Including nOTlnatlons, date, voting, 
f 11 1 1 ng vacancies 

Comml ttees — 

Establishes committees and their responsibility 
Outlines or states purposes 

Meetings-- 

Describes manner In which meetings are conducted 

Indicates how time, place, and dates are established 

Outlines the use of an agends 
-- Indicates level of public participation at meetings 

Establishes quorum for conducting meetings 
-- Provides for business transacilons between meetings 

Staff— 

Describes employment of executive director, who will employ other 
staff 

States major function of executive director 
-- Establishes use of personnel policies 

F1 seal management-- 

-- Indicates authority to select fiscal agent 

— Outlines responsibilities of fiscal agent 
Authorizes use of financial policies 

Amendments to bylaws-- 

Sets out process for revision of bylaws 
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MEETING THE MANDATES 



This chapter takes on a slightly different fomiat from previous chapters. 
Each counell mandate Is stated as presented In the Perkins Act, The manner in 
which the council Is to fulfill the mandate, such as a report^ advice, or 
recommendations^ is listed. These are aligned with the audience for the 
Infonmatlons 

Suggestions to assist councils in addressing their mandated responsibili- 
ties are also listed. The suggestions reflect topics or infonnitlon that 
might be useful to council members as they plan work for fulfilling each man- 
date. The suggestions are presented as "Idea-starters" and are not designed 
to provide a step-by-step process. Sample recOTmendatloni or advice are 
intentionally omitted so as to not bias the user* Suggestions are designed to 
spark Ideas regardless of existing perceptions. 

Process, procedure, suggestions, and helpful hints for examining the sug- 
gestions as stated can best be garnered from other chapters in the handbook 
such as the chapters on liaison relationships, council meetings, council 
staff, and administration and organiiation. 

The importance of council Involvement In the developrent and decisions 
pertaining to council activities Is Important as are variations among the 
states. Councils^ like any groups, sometimes get tstabllshed in tradition and 
find It difficult to modify current procedures* The following Ideas may help 
staff to provide leadership for alternative choices. 

TTie mandated responsibilities described in this chapter are to "be per- 
formed at least once during the period covered by the State plan," unless 
otherwise Indicated. The first state plan is for three program year periods 
(1984* 1985, 1986); subsequent plans are for two program year periods (1986- 
1987). Tlierefore, the first council reporting years Include fiscal years 
1984, 1985, and 1986, with the reports being due on March 31, 1987 (following 
year). The second report spans fiscal years 1987 and 1988, with reports due 
on March 31, 1989* 

Public hearings arid work with technical COTmittees are required annually 
by the Perkins Act and its regulations. Consultation on the state plan Is 
also required more frequently if mendmints are proposed. 



The Carl D. Perkins Vocational Education Act, Section 112 (d)(1) i "Each 
State council shall meet with the State board or its representatives during 
the planning year to advise on the developrent of the State plan." 

Format! Advice Audience i State board 
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Section 114 (b)(1): "Each State plan shall be submitted to the State council 
on vocational education for review and comment not later than 60 days prior to 
the submission of the plan to the Secretary," j h «-« 

Fontiat: Comment Audience: State board 

Section 114 (b)(Z): "if the State council finds that the final State pi' 
objectionable the State council shall file Its objections with the State board 

r ■ B 

Forrnat; File objections Audience: State board 



Meetings of the council and state board are usually between state board 
staff and council members and staff during the development stage. The board 
Itself may not be involved until the state plan nears completion. 

The state board may have a manber or tvro who sit In on the planning neet- 
ings. Where a separate state board for vocational education exists^ the board 
members themselves may assume a more active role. During the state planning 
cycle, the boards may devote major portions of their meetings to the state 
plan. Under these conditions, council menbers and board manbers may enter 
into direct idea exchanges. 

Rapport between the council and the state board may be a major elaient In 
determining both the extent and kind of advice the council Is able to provide 
If the council has taken an adversarial posture, the meetings may be somewhat' 
formalized and input may all be In written form. 

Consultation, At soub point, the council should convey In writing major 
points It makes to the state board during the planning development. This 
validates that consultation occurred, but is not a requirement. The counctl 
should express eanmendatlons as well as concerns. Consultation should occur 
during each Z-year planning cycle and should be given when amendrents are made 
to the plan. Regulations clarify that It ves the Intent of the legislation 
that the council be Involved during the development cycle, 

^evimvi. Section 114 (b)(1) of the Perkins Act requires that the "State 
plan be submitted to the State council on vocational education for review and 
comment not later than 60 days prior to the submission of the plan to the Sec- 
retary.' Cover letters transmitting the plan to the council for review serve 
as documentation that this occurred. The council should record Its comments 
in writing to the board as a means of verifying the review. The council min- 
utes should also reflect that the review occurred. 

Filing objections . Section 114 (b)(2) of the Perkins Acts states, "If the 
State council finds that the final State plan ts objectionable for any reason, 
including that It does not meet labor market needs of the state, the State 
council shall file Its objections with the State board." Usually, conflicting 
viewpoints or objections are resolved prior to the final plan, but if not the 
council is required to file Its objections, usually In the fonii of a letter to 
the board chair. If the council has truly been In a consultation mode with 
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the state board, any unresolved objections should not surprise the board The 
state board Is not required to respond directly to the state council - but it " 
must res^nd to the council's objections in submitting the plan to the Secre- 
tary of Education, The Perkins Act requires that the Secretary consider these 
ccmments 1n reviewing tha plan. 

Some suggestions for consuUIng with the state board on the development of 
the state plan Include the following- 

0 Recognize that the planning process Is an ongoing, not a short-term 
activity, 

o Use a council committee to meet with state suaff to discuss issues 
needing to be addressed In the plan. 

0 Encourage an atmosphere for open dialogue so that the state board staff 
the pfan^s content"^ ^"^ clarify the Impact of rules and regulations on 

0 Voice concerns from the beginning of the planning cycle to avoid oblec- 
t1ons to the final document. 

0 Work to resolve all Issues prior to final document preparation. 

0 Attend public hearings conducted by the state board on the plan as 
observers, 

0 Forward council findings, conclusions, recommendations, and reports 
pursuant to other council mandates to state board staff who are 
Involved in state plan development as the information becomes avail - 
aoie. The Information should be useful in early planning activities 
They will appreciate being kept informed. ' 



The Carl D. Perkins Vocational Education Act. Section 112. (d)(2)(A)- 
thf5^^l^-®K^-,"^^-- shall-advise the State board . . . concerning-pollcies 
the State should pursue to strengthen vocational education (with particular 
attention to programs for the handicapped), ..." 

Format! Advice Audience: State board 

Format- Report Audience: Governor, business community, general public 



The advice pertaining to policies the state should pursue may result from 
^ studies conducted by the council or may be the focus of council 
are often Isolated and councils suggest solutions or make 
recommendations for change, but fall to address the overall policy issues 
1 11 """tended, are likely to cause a reoccurrence of these or 
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aet1vnies!'""lfJ,lJ:|^ ^S^^ or conflicting 

the attention of the gertlrl? pubfic! " °' = - ^^^"Slng It to 

towa?J"lrS^rS^f?e;"^suL'^"?hf f T'V"' ''''''' ^^^^ tend 
Pollclei dIrellS ^oIIm slate board !tI?f- °' t^^fst-te board and governor. 

?^oSiir^^s?yrnn-°-^^ 

of policy may surflcir recommendations for varying levels 

0 Preparation of handicapped Individuals for eniployment 
o Employment of handicapped Individuals 
o Responsibilities for preparing citizens for employn«nt 
o Rttralning mrkmrs 
o Public education through grade 12 
0 Cooperation among educational levels (articulation) 
0 Credit transfer 
o Tuition responsibilities 
o Teacher certification and credentlallng 
0 Sup^rt of private sector training 
Incentives for economic development 
Partnerships between public and private sector 
o Access to education and training 
o Delivery systems for vocational education programs 
0 Delivery systems for state services and support 
0 Open opportunities 
0 Voucher systOTS 
0 Financial resources 

0 Use of advisory and study groups 



o 
o 
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^bJ^I^^^I^ ^^^l^^^ section na (d) (2)(B) . 
initiatives and methods the pr vata ytn^ r^^^^ : concernlng- 

modernlzatlon of vocational S^^lo^^p^ogrt^^ JTT 
Format: Advice Audience: State board 

FoHMt: Report Audience: ^ver nor. business community, general public 

under^Jerllhl c^^fVl^^ ^nltlatlves the private sector could ' 
initiatives It needs to olfcft "™'the o^fvaJfl V ^"PP^*-* 
also suggest to the board areas In 4ich f^Mft^ -^f* ^^^"'^ 
occur. As responsibilities shift the ^t.i-l l Responsibility needs to 

shift and be altered Thrcomrif.? ? "^-u??'''*^ function win 

to the governor. JhrbuIineirSL%tv'''^nH'^"'"-^^^" reporting this adv ce 
to the state board because^?! i^^MI^I" ^ tr^^^ '^'^'^ 

rec JSlnJIllns1r^nonequ1red°' """"^^ recommendations. In fact, 

the council may see. in a^'^' fo^^^^^j;^ ^^^1^^^^ 

o Study management trends being used by the private sector 

o Deteralne teacher competencies related to current Job skills. 

° 1n!o"erSt'„;";^l"p^;:|,:%%2ff,^'"5 ^^Chers that Incorporate the 

° IruitTZUilT strategies being used that Involve the 

° h'S:X''ca"Se?p!'"'"'^ " ""^ P'-'^te sector about 

° ihrj^ivVt'e^'sVitoV" x:r:'jT^,z"'"°"' °' ^"'™'- ^- 

° v1irt5on5? :5"u?:;'Srn*?l,s: """^ 

° ™trse%o™rr the favor" to the prl- 
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° 'III",?' " "P-to-dat. equipment ,„ the educational 



education ,ct1vni'e°s" Jnd »%5lces "Ihin" t\1 It'a'tif I':^-"' 



Format: Report Audience i State board 



This mandate has two parts. The fir«+ Heaie ^^-u ^ 

that the state board would be the reclofSnP * generally assumed 

valuable to other audiences as «fi i f \ ''^P^''* probably be 

governor and to^yaflSufatfon^' Jersonnli'* P«^t1cular Interest to the 

these°iio1?lar "'"''^ ""^ -"^^^ """^"^ 1" their analysis of 

o Spending 

" Compare the state allocation and local spending of funds 

tSe J°ndl amis*' sometimes don't spend-all of 

" us"e of'voe f'f ' to "dSemlne'how the^ determine 

use of vocational education funds provided by the act. ^"-enmne 

o Activities and Services 

" f activities and services provided by the 

education agencies (research. Inservlces. LrMc- 
rlm^iiS''®'??"?''*,' 9"Wance services/and so forth). ' "rric- 

Slf.'aJ^^laMJ^^;,'^?! P^vlde^b, otKer state. 
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Assess local school board TOmbers to determine their awareness of 
needed programs and services. 

Compare the above listings to detennlne the availability and acces- 
slblllty of programs and services. 

Conduct a public hearing to Identify services and activities not 
readily available. 

Assess the avail ibillty and use of vocational education services and 
activities by targeted populations. 

Conduct follow-up studies of newly developed and implenented suc- 
cessful activities to determine whether or not these can be expanded 
to other school districts* 

Determine whether or not funds are available for needed services and 
activities. 

Evaluate and Identify the strengths and weaknesses of the state's 
vocational student organizations* 



The Carl 0. Perkins Vocational Education Act^ Section 112 (d)(4)- "Each 
State council shal l--f urnlsh consultation to the State board on the 
establishment of evaluation criteria for vocational education programs vdthin 
the State; . . *" 

Format: Consultation Audlencei State board 



In consulting with the state board on the establishment of evaluation 
criteria* the council should present useful information to the board. There 
are a variety of related studies the council may wish to conduct that will 
generate infonnatlon. 

The council may wish to work with the state board prior to the development 
of the criteria in order to identify information needed In che decision-making 
process. Because of Its accessibility to the general public^ the council may 
be an excellent resource for soliciting the needed information. 

Some suggested studies that may produce information useful to the state 
board follow. Hie listing is not Inclusive^ and states may vary significantly 
In their process for carrying out this mandate* 

0 Establish a council committee to work vrith the state board in an advi- 
sory capacity as the evaluation systm is being prepared* 

o Conduct a public hearing to compile suggestions from the general public 
and the private sector concerning the content of the evaluation 
requl r&iient. 

o Ask to be apprised of local input and general public Involvement in 
designing evaluation criteria* 

0 Assess other states to obtain related evaluation criteria and 
processes. 
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0 Survey JTPA personnel to ascertain quality Indicators they seek when 
contracting for vocational education programs and service. 

° iJafSlonl^ilS^! '° ^^^"^''^ tnfonnatlon they view as needed In the 
° regardfJl Satlon! P^^^^^P"*^ 1" ^ with the council 

0 Work with the state staff In field testing new evaluation systemi. 

° fhonfil **i^/ocat1onal education community about what they believe 
should be Incorporated m the state's system of evaluation. 

° legislature, and others how th^ expect 



The Carl D. Perkins Vocational Education Act, Section 112 fd)fB). "Earh 
Format: Recanmendations Audience: state board 



Inn i-h* TZi 4. ^^'-'^'*-«es related to other mandated responilbllltles Involw- 
J^li.i J ™^ contribute to the pool of knowledge £ Vn 

6.t^m^m r^^^'''^' ^« ""^"^ ^0 councils In 

° UbSr^conlerns!^ ''^ '"^'^^^ °^ "^^"S business and 

0 Interview local personnel to determine how the use of business and 
labor concerns was Initiated. ousiness and 
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° t1onll"\duSMrn^^ ^'^^'^^ *° deterame whether or not voca- 

° Hbo?."**'''' graduates possess sknis needed by business 

' and^conclrnsf P"^'*' '^"^^""s labor needs 

0 Review labor market Information analyses from the State OccuDational 
Infomation Coordinating Committee to detemlne matched and Mismatches. 

0 business and labor to Identify desired characteristics of voca 

tlonal education gpaduates. a ai-tenswics or voca- 

° tSvI^ business and labor concerns, submit it to represen- 

^s^'j^JmiloJ^Sr ^^"^ ea«.un1eaL these 

° clSlSll;il^ ^ItlhlJr'yif" ^^^^ ^" 

0 Use the expertise of council members from the private sector. 



The Carl D. Perkins Vocational Education Ac*- Section 11? MUfi^. "c^ », 
State council shall a^«occ #ha ^4^+ *i. i.' Mct.on ii£ (a;(6;: Each 

Format: Report Audience: State board 



versial issue, "mere are a few words of caution that staff miy wish to noJe. 
First, the mindata states "under thi^ art " uih^^u 

reach a cncluslor, that is not totally accurate or approprtaSI ' ™^ 

the o?Jer?rrfr^rst'a?r?.„1r"At'°nrs? ITJcVVl'^ ^"""^ 

lUMUi, «i nrst glance, it appears one level is 
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not being supported, but further investigitlon would reveal it is simply sup- 
ported with funds from a different resource. 

Second, the eouncll should be awre of federal criteria establishing form- 
ulas and other means of determining "how much money" a local progran receives 
The state's compliance is reviewed by the U.S. Department of Educationi a 
council review wuld be a duplication of effort* 

Third, funds are often used to drive Initiatives* "mis Is v4iere contro- 
versy may emerge. In its analysis, the council should bs cognizant of this* 
The Issue the council may be addressing may be the degree of anphasis placed 
on the various levels and rationale for that emphasis* 

Some ideas to assist councils in this undertaking follow: 

0 Review the allocation of funds to the various purposes of the Parkllns 
Act, 

o Align all state and federal resources that may "match" or assist funds 
of the Perkins Act to fulfill its purpose, 1*e., state vocational edu* 
cation funds, adult education funds, JTPA, and rehabilitation. Deter- 
mine If funds allocated by the Perkins Act duplicate or coordl-iate 
efforts from other sources* Compare these at both secondary and post- 
secondary levels* 

0 Compare allocated resources to distributed resources* 

o Assess reasons vthy local educational agencies may not use funds alio* 
cated or distributed to It* 

0 Ask local educational agencies to Identify needed services and progrms 
not being provided because funds are not available. 

o Seek shifts in trends of funds distributed. Determine if funds are 
driving priorities or If priorities are driving funds. 

0 Study an area of funding to determine If the funds are resulting in an 
impact. 

0 Where flexibility or state priorities may Influence use of federal 
funds, suggest appropriate distribution. 



The Carl D* Perkins Vocational Education Act, Section 112 {d)(7)i "Each 
IJ^*^ 5P*^"^U shal U^recomrend procedures * * . to ensure and enhance the par- 
ticipation of the public in the provision of vocational education at the lonal 
level within the State, particularly the participation of local mployers and 
local labor organizations* * * 

Format: Recommendations Audience: State board 
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This mandate asks the councn to recomrend ways to ensure that the pri- 
vate iector Is Involved In local programs* Probably more than any other man- 
dattp this one addresses administrative policy issues. For the state board to 
be able to show that the public, local employers and local labor are Involved 
In vocational education, regulations governing state approval of local pro- 
grams operation and data reporting are probably required. Tills comes from use 
of the word "ensure." 

The word "enhance" has connotations of promotion and public relations, two 
activities generally not thought of as state board functions. Enhance also 
suggests "Improvement." Quantity Improvement is rather easily identified, but 
quality improvement is less tangible. For the state to work to improve the 
quality of private sector involvement suggests a role and/or function not pre- 
viously considered as belonging to the state board of education. 

Agaln^ In the Interest of efficiency this mandate should be approached 
along with others related to the private sector involvement. Some suqqestlons 
follow: 

0 Identify positive ways in which the public is already involved. 

0 Describe ways in which the public is not currently involved but could 
be* 

0 Develop a list of benefiti to vocational education that result from 
public involvement, 

0 Focus recommendations around Instruction, curriculum, equipment^ and 
personnel * 

0 Survey local employers and labor organizations to determine their cur- 
rent Involvement and interest in vocational education. 

0 Ask local employers and labor organizations to suggest ways they can 
work vdth vocational education. 

o Solicit position papers and newsletter editorials from local mployers 
and labor organizations pertinent to ways they can be involved In the 
local delivery of vocational education. 

0 Survey vocational education teachers to determine ways they Involve the 
private sector in their programs. 

o Encourage active local advisory councils, 

0 Identify specific needs of local employers and local labor. 

o Align vocational education activities with local employer and labor 
needs to determine discrepancies. 
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0 Review policy and practice of the stite boird of education to detennlne 
how 1t encourages and how It discourages public Involveirent at the 
1 ocal level . 

o Examine state statutes to Identify Incentives for public involvement In 
local vocational education programs. 

0 Suggest Information that Indicates private sector Involvement, 



The Carl D. Parkins Vocational Education Act, Action 112 (d)(8)i **Each 
State council shall-*re^rt ... the extent to which the Individuals 
described In section, 201 (b) ^'handicapped Individuals; disadvantaged Individ^ 
uals; adults who are In ne^ of training or retraining- individuals who are 
single parents or homemakersi individuals who participate in programs designed 
to eliminate sex bias and stereotyping In vocational education and criminal 
offenders who are serving in a correctional Institution'] are provided with 
equal access to quality vocational education programs; * * 

Format: Report Audience: State board 



Emphasis is given in the Perkins Act to the provision of programs and ser- 
vices for targeted populations. Efforts to meet the council's mandate for 
"analyzing the availability of activities and services" may be easily coordi- 
nated with this mandate for efficiency. As the council analyzes the distribu- 
tion of spending for vocational education, the mphasis given to targeted pop- 
ulations will also surface. 

This mandate may also be reviewed In conjunction with the council's review 
of JTPA programs and services. State linkages to serve these special popula* 
tions are apparent between vocational education and JTPA, If linkages are not 
apparent^ the issue may be addressed by the council as It fulfills reporting 
requirements for both TOndates, 

"Equal access to quality vocational edicatlon programs" Is a two-part 
emphasis of this mandate. Not only Is equal access to be addressed but also 
whether or not the access Is to high quality programs. 

Some activities that may help the council In preparing Its report Include 
the following: 

0 Identify all state programs under the Perkins Act that serve the iden- 
tified populations, 

0 Compile a similar listing of programs funded with other state and fed- 
eral resources that serve these and other Identified populations, 

o Compare programs funded by the Perkins Act to those funded by other 
programs to Identify coordination » duplications, voids ^ and so on. 
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o Suggest evaluation criteria when consult1^»g with the state board that 
will ensure quality programs for the participants. 

o Tour or visit special programs. 

0 Rivlew the stated purposes of each of the programs and assess the 
extent to which they mtet federal guide! Ines, as well as needs of the 
partlcl pants. 

0 Conduct hearings to gather Information about services needed by tar- 
geted populations* 

0 Report on the distribution and use of funds for special progrms 
designed to meet needs of special populations, 

o Identify exemplary model programs that serve special needs of targeted 
populations* 

0 Assess the extent to which malnstreaming Is used* 

0 Evaluate teacher preparation and inservlce prograns to determine the 
extent to which teachers are prepared to work with special needs 
students. 

0 Survey local school board members to detenmlne their awareness of needs 
of special population groups in their districts. 

o Review local advisory council minutes to assess the concern and empha*' 
sis given to programs to meet the needs of targeted groups, 

0 Prepare financial Infonmatlon that depicts the financial impact of pro- 
viding quality vocational education programs to special populations. 

0 Collect data available from other sources that Identifies the number of 
persons who may have special needs that vocational education can meet. 



The Carl D* Perkins Vocational Education Act, Section 112 (d) (9) (A) (1 ) : 
"Each State council shal l-*evaluate at least once every two years the voca-^ 
tlonal education program delivery systems assisted under this Act, and under 
the Job Training Partnership Act^ in terms of their adequacy and effectiveness 
in achieving the purposes of each of the two Acts. , « 

Format! Advice Audience:^ Governor* State Boards State Job Training Coordi- 
nating Council p Secretary of Education^ Secretary of Labor 



The mandates of the Perkins Act pursuant to council responsibilities for 
vocational education provide much of the infoniiatlon needed to fulfill this 
mandate. Most problems and positive features of the vocational education 
delivery syitm surface through other studies. Information about the JTPA 
delivery systm may also surfacSp but the need for a more thorough evaluation 
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of JTPA ppobably rsmalns. JTPA generates a great deal of data and Information 
for federal raporting purposas. Tha councn should ravvew this Information to 
help Idantify areas It vrishas to study furthar* This Is much like a dask 
audit that throws up red flags. ^1s report will be useful not only at the 
state level, but also at tha federal level as reauthorization and nw legisla- 
tion are being prepared^ 

Ideas for evaluating tha vocational education delivery systm Include the 
foil owl ng t 

o Idantify the purposes of the Parkins Aet. 
0 Identify the purposes of tha JTPA, 

0 Collect Information pertinent to the purposes of the two acts. 

0 Identify state needs that can be addressed by both acts. 

0 Survey clients and program participants to determine their perception 
of the services they received. 

0 Review data collected for reporting of both acts to ascertain the popu*- 
latlons served^ types of services giveni cost of services, and so 
forth. 

0 Approach the evaluation by segments and examine one purpose of each act 
at a time. 

0 Work in concert with the state's JTCC for Joint evaluation efforts 
where possible* 

0 Conduct public hearings about the adequacy and effectiveness of the two 
prograns. 

o Compare services provided with labor market Information. 

. 0 Collect information about the use of vocational education programs in 
the provision of JTPA services. 

o Assess the accessibility of vocational education to JTPA. 

0 Interview PIC mCTibers for their viewpoints on the quality of services. 

o Compare training costs statewide* 

0 Analyze services needed in relation to services provided* 

o Identify needed state policy to enhance the quality of the two 
programs. 
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0 Assess the state's cc3mm1tment to the two prograns. 

lUtfl «l*^''""1ve delivery systtms that may bt useful in your 



Fomiat: Recommendations Audience: State board 

Se^Ury^of'ubor^"'-'""^ J^", Secretary of Education, 



Emphasis on coordination throughout both the Perkins Act and JTPA 1^ 
immense. Coordination must be addressed In state plans and In a variJv „f 

conSiln!^^^"''^ examples of activities that may help the council In 

collecting informaulon about coordination: w.uuiii.11 m 

o Analyze the services available through both programs;. 

0 Survey SDA personnel to determine how programs are coordinated. 

o Determine why some school districts choose not to participate In JTPA. 

° ^blul%oSy^tl5L1f^S/^ ''^''^'^ communicate 

° ^oul^fpo^^r^-ofitlenSs!^^ *° ^'^^^^^^^ ^" 

^ is^SH^thlf Pj?^' school administrators, and advisory councils to 
ask why they coordinate or do not coordinate programs. 

° i?fe^t1^nessr^^'^" mechanisms for coordination and assess their 

' ?Sr?evel!"^"^ °- *^ - activities used to enhance coordination at the 
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Meet Jointly with the JTCC to discuss coordination strategies. 



?• P^fl^^ns Vocational Education Act. Section 111(d)- "Each 

define state-of-the-art model cuprlcula . . . provide the tvoe and IpvpI nf 
Jlonlflreaf "^^^^ entry, retention aJf alJ^c^Senlln'^cipa! 



of t^^e^strte''fo.!nl1^"^L"l^*^°"®^ In the Perkins Act where the eitabHshnent 
fLI'If J ®i f -"^ responslbnitles are delineated, it Is an 
the'couScn Further"'?.'' directly mandates the state board to consult with 
stlte JSunJil. " mandates that the technical committee advise the 

evaluallna lJLt1nn"J**H =°^f advice may be helpful to the council in 

the S!ll°inribr "e'bJ1hl°SoarX '"'"'^ ""'^"^ suggestions such as 
o Suggest Individuals to serve on technical committees. 
° cOTmittees*^® ^^"^ *° establish the process to be used by the 

0 Suggest curriculum to be developed. 
0 Assist in identifying apppoprlate labor market needs. 
0 Consult on how the skills Inventory will be designed. 
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